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In U.S.A. : 


This device complies with Part 15 of the FCC Rules. 
Operation is subject to the following two conditions: (1) This 
device may not cause harmful interference, and (2) this 
device must accept any interference received, including 
interference that may cause undesired operation. 


WARNING — FCC Regulations state that any unauthorized 
changes or modifications to this equipment not expressly 
approved by the manufacturer could void the user's authority 
to operate this equipment. 


Note: This equipment has been tested and found to comply 
with the limits for a Class B digital device, pursuant to Part 15 
of the FCC Rules. 
These limits are designed to provide reasonable protection 
against harmful interference in a residential installation. This 
equipment generates, uses, and can radiate radio frequency 
energy and, if not installed and used in accordance with the 
instructions, may cause harmful interference to radio 
communications. 
However, there is no guarantee that interference will not 
occur in a particular installation. If this equipment does cause 
harmful interference to radio or television reception, which 
can be determined by turning the equipment off and on, the 
user is encouraged to try to correct the interference by one or 
more of the following measures: 

Reorient or relocate the receiving antenna. 

Increase the separation between the equipment and 

receiver. 

Connect the equipment into an outlet on a circuit different 

from that to which the receiver is connected. 

Consult the dealer or an experienced radio/TV technician 

for help. 
Note: A shielded interface cable is required to ensure 

compliance with FCC regulations for Class B 
certification. 


ABOUT THE TELEPHONE CONSUMER PROTECTION ACT 
OF 1991 


“The Telephone Consumer Protection Act of 1991 makes it 
unlawful for any person to use a computer or other electronic 
device to send any message via a telephone facsimile 
machine unless such message clearly contains in a margin at 
the top or bottom of each transmitted page or on the first 
page of the transmission the following information: 


(1) the date and time of transmission 

(2) identification of either business, business entity or 
individual sending the message; 
and 

(3) telephone number of either the sending machine, 
business, business entity or individual. 


In order to program this information into your facsimile 
machine, please refer to the appropriate instructions in the 
operation manual.” 


FOR YOUR RECORDS.... 

For your assistance in reporting this product in case of 
loss or theft, please record the model number (located on 
the bottom of the unit) and serial number (located on the 
bottom of the unit) below. 

Please retain this information. 

Model Number 

Serial Number 

Date of Purchase 


Place of Purchase 


Dear Loyal Customer: 


First, thank you for purchasing the Zaurus K-PDA and 
welcome to the Zaurus family. We are sure you will soon 
find that your new assistant will change your life and the 
way you do business. We would briefly like to share with 
you our vision. 


Your Zaurus exists today thanks to an incredible amount of 
effort and determination from our entire Zaurus team (not to 
mention numerous pots of black coffee). Our team at Sharp 
has a dream to change the way we all do business. As a 
business person, you already know that access to 
information and people anytime, anywhere is the key to 
gaining a competitive edge in this fast-paced information 
age. We feel Zaurus is the tool that can deliver this to you. It 
is simple to use, has months of battery life, and fits in your 
pocket. 


How did we come up with the idea for Zaurus? Many of us 
found that we were lugging around notebook computers to 
take notes, generate summaries, and report back to our 
office and clients. We also found that we had a lot of "down 
time" that could be put to better use; sitting on trains and 
planes, waiting for clients, and even in meetings. Now that 
we are using the Zaurus, we travel lighter, work smarter, 
and stay more in touch with our contacts and each other. 
Best of all, we have very little "down time" as our "Zauri" are 
always with us. Now you know why we say that "Zaurus 
means business anytime, anywhere". 


We need your help to spread the word. Show a friend or 
someone at work how you use your Zaurus and what it can 
do for them. As more and more people start using the 
Zaurus, we can spend even more resources on developing 
new accessories, add-on software programs, and new 
versions of the Zaurus. 


Finally, let us Know how you feel about your Zaurus. We 
look forward to getting letters from our users about how you 
use it and improvements you would like to see. We cannot 
promise to answer every letter, but you can be sure we read 
all of the suggestions you send us. We value feedback from 
our customers and try to incorporate as many requests as 
we can in our new products. Each of us takes an incredible 
amount of personal pride in our work and the Zaurus. We 
are all Zaurus users. We believe this makes a difference in 
the products we create. After using the Zaurus, we think 
you'll agree. 


Thanks again for purchasing the Zaurus and sharing our 
dream. We look forward to shaping the future of the 
information age with you. 

Sincerely, 


The Z Team 


nn 


Notices 


¢ For any electronic memory device, data may be 
lost or altered under certain circumstances. 
Sharp strongly recommends that you keep 
separate written records of all important data. 

« Sharp assumes no responsibility for data lost or 
altered as a result of improper use, repairs, 
defects, battery replacement/failures or any other 
cause. 

« Sharp assumes no responsibility, directly or 
indirectly, for financial losses or claims from third 
parties resulting from the use of this product and 
any of its functions, such as stolen credit card 
numbers, loss or alteration of stored data, etc. 

¢ Information provided in this manual is subject to 
change without notice. 

¢ All company and/or product names are trade- 
marks and/or registered trademarks of their 
respective holders. 


The Zaurus will be referred to as the "unit" 
throughout this manual. 


Check the contents 


Please check the contents carefully. Your unit 
should come with the following: 

¢ ZR-3000 Main Unit 

¢ Touch pen (installed) 

¢ Operating batteries: LR6(AA) x 2 

* Memory backup battery (installed): CR2032 x 1 
« ZR-3000 Operation Manual 

* Spreadsheet and Communications Manual 

If there are problems with any of these contents, 
contact your Sharp dealer. 
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his section should be read and all neces- 
sary operations performed before you start 
using your unit. 


mportant things to do 
1. 


Read through this Quick Start section. It 
will quickly get you up and running. Refer 
to the rest of the manual for more details 
about particular operations. 


If you have any particular questions about 
your unit, read through the list of 
commonly asked questions and answers. 
There is a good chance that any questions 
you have will be answered there. 


When you need help with any operation, 


press (2nd [a]. On-screen help is a topic- 


specific quick reference guide that 
explains features and their functions. 


: istalling the batteries 


Before operation you will need to install the two operating batteries. The memory backup battery (CR2032) is installed at 
the factory and should last five years if operating batteries are replaced as required. 


1. Set the battery replacement switch on the back to 
"REPLACE BATTERIES" (expose the red dot). 


Battery 
replacement 


Slide the operating battery cover off. switch 


Insert the two LR6(AA) operating batteries. 
Make sure the batteries are correctly aligned for 
polarity (+ and -). 


Replace the operating battery cover. 


Set the battery replacement switch to "NORMAL 
OPERATION". 


On average, you can expect to get about two months 
of battery life. Actual battery life will vary depending 
on individual use. 


c= If this is the first time you have installed batteries, you must also initialize your unit. 


tializing 


Your unit must be initialized the first time it is used. 


1. With pressing the release tab, open the display. Release tab 


Remove the touch pen. 


While holding down the key, push the 
RESET button on the back with the touch pen. 


~ Touch to initialize. 


After initialization, the Start-up display appears. 


Adjust LCD contrast 


LCD contrast may sometimes need adjustment to suit certain lighting conditions. 


Touch (Yi) at the left of the display. 


a ta 
PC Link Remote oS * Terminal 

. SS Preferences 
(under Preferences) twice. a = — oo) w@ 


Be G w 


Sleep Secret Word List 


Touch [i 


Display 


To adjust LCD contrast, touch Or (alan). 7 Touch Paral 


To adjust the LCD contrast, 
press [a] or [v]. 

<Reference> 

You can get here directly when 
the unit is off by holding down 
the [MENU] key and then pressing 
the [ON] key, 


When you are satisfied with the setting, touch 


os If LCD contrast is too light or dark to see the display, you can adjust the contrast directly. Turn the unit off, hold down the 


key and then press [_ON_ |]. Press (4) and (~) to adjust the contrast. 


justing the touch panel 


Each person holds a pen differently. The touch panel can be adjusted to respond correctly to your individual style of writing, 
drawing and selecting touch buttons. 


7. Touch (Pe). 
Display Adjust Touch Panel 


2 T h (fh d p f ) t ‘ To Sea are 7 contrast, 
- loucn == (unaer rreterences) twice. press [Jor [v]. 
= <Reference> 


You can get here directly when 
the unit is off by holding down 


3. Touch [Adjust Touch Panel]. y/isne] re erally and then pressing | 
* Press the key. 


< Adjust Touch Panel > 
4. Touch the exact center of all four cross-points with 
the touch pen. sas nents 

¢ As each cross-point is touched it will turn grey. When 

all four are touched, "Adjusted!" is displayed. 
- If for some reason the adjustment fails, a "Sorry, 

please try again..." message is displayed. Touch the 

centers of all four cross-points again until "Adjusted!" 

is displayed. 


etting the time and date 


For time-based functions to be effective, the built-in clock must be set to the correct Home City time and date. 


1. Touch (Yi) and then touch @ twice. 


2. To select a different Home city, touch the Home City is 12:15am 


name. rc es aie 7 Cee | 
: : Hd @ ater | [iE 
New York, USA is the default Home City. / oe som | 


"5 1 5 a 


15 yA 
SBREBRERS 


Select your city (if available) or a city in your time 
zone and then touch (Select). . 
Use the scroll bars to see more cities. fy coats Homa City 


Uses DST City 


By default, all cities are set to observe daylight saving J} |X 
time (DST). If your city does not use DST, touch the Bs OkLaHOKS CITY jusa = 
check box to disable it. » 


Touch to set the time and date for your Home 


City. 
Touch each time/date field box and then use yt to | adjest TimeiDate 


change the value. MEW YORK 


Alternately, you can enter the values from the keyboard. 
Home Time: 


Home Date: 


When you are finished touch (_OK_}. 


étting the start-up display 


Each time the unit is turned on, it can display your name, telephone number and address on one of two graphic backgrounds. 


71. Touch Te) and then touch gs] twice. 
art-up 


[starve (Cos LOK] 


2. Select the required setting in each field. pote Se 
Select User's Picture when you want to use your own Pia aveda ceria 
original start-up picture. | show (Owner's Information) 


For details, see p. 81. 


3. Touch to save your settings. 


aking your first entry 


Your first entry will be a Contacts entry. The procedures described below can be used with other applications. 


To make a new Contact 1 entry: 


1. Touch at the right of the display. 


2. Touch and select "New Business(1)". 
“Business“ is the default file name of Contact 1. 


—<—~ — cease 


3. Enter aname. mesa 
* Select the Company field and enter a company name. . 


¢ Select the Address field and enter an address. Foxe 


Touch a field name to select the field for data entry. Manager 


men fn 


. Department. Accounting 


a seneereoconenscanerereceene seasons: Paseoercnseeess sometenalberersonenaevensanennererseenssstnpeees oreessssooeessnoneseseeness Mb oe sereees: 


Dark outlines around a field indicate that it is selected. ferAddress _j1099Main Street 
E-Hail ID 1 Frank 


E-Mail ID 2 
User 1 


4. When you complete the entry, press to save 
it. 


sfitering an appointment 


Touch at the right of the display. 
Touch again if the Day view has not been 


O) 3 _ : 
sissies CNEARN EI on 
7 WEOXESDAY FEBRUARY 5.1997 activirits| 

eg) SOM TT WT (Jit iSales report (a 

IB Make monthly sale... |" [a 
“Flight to atianta 


ecrarteodee 
i 


Touch and drag the pen across the start and end 
times of the appointment on the time bar. 
When you lift the pen, a new appointment will appear. 


Touch the text box and enter a description. 


Appointment 


When you complete your entry, press [ENTER } . Pe leete a ae og 


=ntering a To Do item 


To Do lets you organize tasks and objectives. 


1. 


2. 


Touch at the right of the display. 


Touch {>| and select "New To Do". 


Touch the date box and then use [J to select the 
due date (if the To Do item has one). 
You can assign up to five labels to a task, then later use 
these to filter the item in a To Do list. 


Enter a priority level (number or letter) as required. 
Move to the text box and enter a description. 


When you complete your entry, press to 
save it. 


See tiaata caer a De ate foe : 
FEB 


<S] To Be Bone Monthly Goal {ct 


ising the Calendar Views 


Activities has five different calendar views: Day (initial default view), Week, Weekly Graph, Month and Year. These calendar 
views can be used to show Appointment, Birthday/Ann, Holiday and To Do entries. 


To use the calendar views: Touch any date to select that day. The flashing date 
4. “TGuch at the right of the di spl ay. indicates the currently selected date. 
CIVINE This box indicates today's date. 


Touch here to view a week at a glance. 


VIEWS 
Touch here to see a year at a glance. 
} fiaeslsttlenwlena)) (Glace) som i 
EB 1997) WEGNESDAY FEBRUARY 5 17 ACTNITIES: 
= SMIWT FS SS mmerety ; 


The time bar shows your appointments and free time. 


3. Touch any entry twice to see details or make 
changes. 


Displays Birthday/Ann, Holiday and Appointment 
entries for the Selected day. 


king notes 


Notes is an electronic writing pad that lets you make handwritten notes during meetings and appointments. 


1. Touch at the right of the display. 


2. Touch |>8| and select "New Note". 


EDIT 


3. Use the touch pen to make your Notes entry. 
The entire keyboard including and others is 


disabled when entering Notes, so operations like DEL |, 
and |MENU| do not work. 


| to unlock the keyboard. 
The keyboard is automatically unlocked when you select 
another application. 


4, When you complete your Notes entry, touch (& 
unlock the keyboard (unless it is already unlocked) 


then press 


To give your entry a text title, touch |>8| and select 
"Topic Title". 


Viaking a letter 


The "Make a Letter" feature converts an unformatted Documents entry into a professional looking business letter. 


1. Touch at the right of the display. 
DOCUMENTS 
For details on making a Documents entry, see Docu- 


ments on p. 159. : Sook you for your fax of February ard, 1997 
regarding Alpha project. 
We agree it is difficult to answer your questions a 
based on the available information 


2. Select the entry you want to make into a letter, or odeetob eg ep bal eyaal ee 
create a new entry. This shouldn't cause any delay in our production sc! 


3. Touch |<] and select "Make a Letter". 


* Touch {_To:_] to select a recipient. 
¢ Adjust other settings or simply accept the defaults. 


os For details, see Make a Letter function on p. 171. 


4. Touch and the Documents entry will be 
converted into a letter. Letter 


a ———-} 
cd 
Date: be ‘Date:  @tett Ocenter ORtgtt O Right 


5. When you complete your letter, press to fue. =] ©: tcoton)_©, ¢commay 


save it. Manager , 


Subject: [Alpha project 
Indented: [5 | Characters 
Closing: [Sincerely 


Bill Sawyer 
(Fron 


earching for information 


The search function lets you search for a keyword in the entries of selected applications. 


[FR SeaRcH Search 


& Only Entries Containing: 


Touch (€&) at the left of the display. 
SEARCH 


Enter a keyword in the "Only Entries Containing" 


CL) Limit by Date Range: 


field ‘ | (Only for Appointment and To Do Entries) 


Select "Limit by Date Range" as required. | iG fo 


(J Only Secret Entries: 


Select the applications you want to search. te 
PP y [ola e|m/s 


All applications are selected for the search by default. 


Touch [Search]. 


Matching entries are assigned temporarily to the Search 
folder in Filer. 


Touch the entry you want to view twice. 


: nding an entry from the Index view 


Keyword search lets you search for entries containing any word in Activities, Contacts, Data Files, Notes, Outlines and 
Documents. 


71. Select the application and go to the Index View. 


2. Press then [F]. 


Enter the first few letters of the keyword (the word 
you are searching for). 


Touch to jump to the first entry that 
contains the keyword. 


Touch or until you see the entry = 
you are looking for. SHoate: [2a fise7] C aterm: 
Time: = fo}: AJ*O-0 CeO 
Touch to end the search. Alpha project meeting a 


diting an entry 


Entries can be edited quickly and easily. 
71. Display the entry you wish to edit in Detail View. 


2. Make any necessary changes. 
Use the scroll bars and cursor keys to move within the 


display, use and to delete text, and make 
ies f he k : yy oye eee 
new entries from the keyboard | 


| Ls}-fe9) &l-LJ-L0 
You can also drag the pen over text to select it, then cut 
the text and paste it elsewhere, or just delete it. 


3. When you complete your changes, press to 
save them. 


If you want to save these changes as a new entry (and 


preserve the original) press : 


CO Alarm: 


CHOI 


jeleting entries 
You can delete single entries or specific groups of entries. 
To delete a single entry: 


1. Select the entry that you wish to delete in Index View RAE oe 
r) eo, 8 e ® Sh ku 
or display it in Detail View. fe ae anaes) ene 


cs |FeB 5,1997! :11:008+:Visit Andrew 


2. Touch |>8| and select "Delete Entry". © FEB 9, 19971 ési10:008-) 
("Delete Note" in Notes; "Delete Document" in Docu- Eo i3,) Do sarhleet aba delete 
ments; "Delete Outline" in Outlines) | 


Touch to confirm the deletion. > [Es Sa :" i Mestng wi Pat 
Single entries can also be deleted by selecting the entry 


in Index View and pressing ; 


To delete multiple entries: 


. Select the application that you want to delete entries 
from. 


2. Touch and select "Delete Group". 
Use the pop-up menus to select the group entries for ‘aa 
deletion. E aE in Selected Year 
an 


=| fn Selected Month 
! in Selected Week 


Touch Delete |. ; mie : in Selected Day 
Touch to confirm the deletion. 


Assigning an entry to Filer folders 


Filer allows you to group entries into folders. Filer entries are not copied or moved to the folder, they are just assigned to the 


folder. 


71. Display the entry you wish to assign to a folder in 
Index or Detail View. 


2. Touch [>< 


FILE IT 


3. Touch the folder(s) you want to assign the entry to. 


- You can select multiple folders. 
¢ Touch once to select a folder. 
Touch again to cancel the selection. 


4, Touch when you finish selecting the 
folder(s). 


jodie lee Ele Bas 
' 
Belo | 
(al: Cs): = C0 


97 vey, 


=e 


aS = 


| 


acre ce 


Jsing Filer 


Filer allows you to manage information by subject instead of by entry type. 
Filer entries can be accessed and changed using the original application. 


7. Touch at the left of the display. 


vetskbarieetat| onc 
2. Touch a folder tab twice to view entries assigned to Fsales meray — Bs 
that folder. a 
mea coe Se CT 
You can also select a folder tab and press to eS 
view entries. aT ee a 


3. Touch an entry twice to examine it in Detail View. 


You can also select the entry and press to see 
it in Detail View. 


ending a fax 


With the optional CE-FM4 Fax/Modem connected to your unit, you can fax Filer, Documents, Notes or Scrapbook entries to 
a remote facsimile machine. 


7. Connect your unit and the CE-FM4 Fax/Modem. 
Make sure the Fax/Modem is plugged into a wall 


jack. 
For details about connecting the CE-FM4, see the 
CE-FM4 manual. 


Select a single entry or a Filer folder to be sent. 


Touch [==] and select "Fax". 


Touch and select a recipient from your 
Contacts file. ae 


Touch [ Fax ]}. 


Sending Fax 
Press [ON] to quit, 
For details, see Faxes on p. 189. ress [ON] to qu 


Sopying and pasting text 


You can copy text from one place to another. 


1. 


Display the entry you want to copy text from in 
Detail View. 


Drag the touch pen over a word or sentence. 
The text will be displayed in reverse (white on black) 
to indicate it is selected. 
To cancel the selection, touch any unhighlighted 
area. 


Touch |>8' and select "Copy". 


Display the entry you want to add the text to in 
Detail View. 


Touch the required place of insertion. 
(In Scrapbook, use the area tool [J to select an area 
to paste into.) 


Touch and select "Paste". 


eeting with Pat 


meOOO COO 


celles) (SISmtee sr) oop 


do | Type: 
{~|DueDate: [ VL_VC_] 


Priority. [] 


Fools 


Tools provides a range of utilities that let you customize your unit to your personal taste. Tools is also used to set up commu- 
nications and peripheral operations. 


=r 

Fax Log 
Rea 

28] 


C2 er 


GL 5 
PC Link Remote Clock FaxLlog Terminal 


Preferences 


a fe «a (3 


Sound Start-up 


Be & wa 


Sleep Secret Word List 


Exchange data with a personal computer or 
use PC Link for the Sharp Electronic Organ- 
izer (OZ-7000/OZ-8000/YO-600/ZQ-5000/ 
IQ-7000/IQ-8000/ZQ-6000 series except IQ- 
8900/IQ-8920). 


Access and exchange data with a remote PC 
via a modem and phone line. 


Check the time at home and abroad. 


Check the status of sent faxes. 


Transfer data with a remote computer via a 
modem and phone line. 


Enter your name, etc. and set your password and 
signature. 

Check the amount of storage memory available. 
Adjust the screen contrast and calibrate the touch 
panel. 

Turn key and alarm sounds on and off. 

Set the start-up display. 

Set the sleep interval. 


Show/hide secret entries. 


Stores commonly used words or phrases. 


Using the E-Mail software your unit can connect to information services and send and receive electronic mail and messages. 


ae 
Message CompuServe EGidutinl \ 


as 


Send /receive messages (e-mail) to a remote 
computer. 


Connect to CompuServe. 


Transfer data to a remote computer via a 
modem and phone line. 

This icon works the same way as Terminal in 
Tools. 


Drawing pictures 


Scrapbook lets you make quick handwritten notes, 
drawings and maps directly on the display. 


7. Touch at the left of the display. 


2. Touch |28| and select "New Entry". 
You can also just start drawing. 


| 
Write whatever you like directly on the a | 


display with the touch pen. 
You can also use the stamp function to 
insert some useful built-in pictures. 


Press when you are finished 


drawing. 


os A similar drawing capability is available in Docu- 
ments and the picture fields of Contacts and Data 
Files. 


ySing the Calculator 


Calculator works as a standard 10-digit calculator. 


1. Touch ©) at the left of the display. 


2. Enter calculations by touching the key pad. > Hiss 


3. Touch {=| when finished. 


| currently also own a Sharp Electronic 
Oganizer and would like to move my 
information from my Sharp Electronic 
Oganizer to the ZR-3000. How can | do it? 


If you own an OZ-5000/0Z-6000/0Z-9000/ 

IQ-8900/IQ-9000/ZQ-6600/ZQ-8600 series you 

can usé wireless infrared transfer to move the 

information over: 

¢ Line up the two units so the infrared ports are 
facing each other. 

¢ On the ZR-3000, select an application (e.g. 
Activities) and display the index of that applica- 
tion. (Note: Select "Holiday Yearly by Day 
Index" when transferring "Ann2" from the 
Organizer.) 

¢ Select "Unit to Unit" from the SEND menu. 
Touch "Receive" and then "OK". 

¢ On the Oganizer, select the application (e.g. 
Schedule) and select "VIA INFRARED PORT" in 
SET UNIT TO UNIT PATH from the Global 
setting, then select "SEND ALL IN THIS MODE 
(FILE)" in UNIT TO UNIT TRANSFER. 

« Repeat for each application you want to transfer. 
(See p. 201 for details.) 


Be sure that the sending unit does not have a / 
blank (no characters) Telephone/Contact or User 
File/Data File field name or else the Zaurus will not 
be able to receive information (an error message 
will appear). 


If you own an OZ-8000/0Z-7000/!Q-7000/IQ-8000 
series or YO-600/ZQ-5000/ZQ-6000 series 
Electronic Organizer you can get information using 
PC/Macintosh link software kits (OZ-791/792/793/ 
890/892/893/895 or IQ-791/792/793/890/892/893/ 
895). 


PC Link instructions: 

¢ Transfer the data from the OZ-8000/OZ-7000/lQ- 
7000/IQ-8000, YO-600/ZQ-5000/ZQ-6000 series 
to the PC using the above software. 

¢ Connect your cable to the PC and the ZR-3000. 

¢ Put your ZR-3000 into a special import mode by 
touching TOOLS, and selecting 
PC-Link and Cable (Import). 

« Select the PC Link command to "Send data" to 
your Oganizer. 
The ZR-3000 will "pretend" to be an Oganizer for 
purposes of receiving the information. 

¢ When finished, disconnect the ZR-3000 and 
press ON to cancel PC-Link mode. 
(See p. 208 for details.) 


lam using the CE-FM4 attachable Fax/ 
modem for my ZR-3000. Exactly where 
can | fax from? 


You can use virtually any standard phone line. This 
includes a jack on: 


¢ The wall of your home or office 

* New public pay phones found at hotels, airports, 
convention centers, etc. 

« Many hotel room phones (commonly labeled 
"Data jack") 

¢ GTE and AT&T air phones found on many 
commercial jets. 


Just plug the included RJ-11 phone cable into the 
CE-FM4 modem and the phone jack. 

Note that you cannot use this device with digital 
phone lines. Digital phone lines are likely to be 
found at your office, typically when you have a 
PBX system installed. 


_The basic rule to follow is that if you can use a 


standard fax machine on the phone line, then it is 
analog and can be used with the ZR-3000 or CE- 
FM4. Check with the proper facilities personnel in 
your company to be sure. 


My batteries only lasted about one month. 
Is this normal? How long should | expect 
them to last? 


There is probably nothing wrong with your unit. 
Battery life will vary from user to user. 

A number of factors will affect battery life, including 
how much the unit is used. The battery life is rated 
at 100 hours of continuous use. Assuming an 
average of one hour per day of continuous use, 
you would get about three months of battery life. 
You can also use the optional EA-23E AC Adaptor 
or the CE-BK1 battery pack. 


How do | add software to my ZR-3000 to 
expand its capabilities? 


In general, ZR-3000 Add-on software come on 
computer floppy disks (PC format). You will need a 
computer, of course, and either the 

ZR-3000 PC-Link cable or an infrared cable (such 
as CE-IR5). Note that if you own either the cable 
or an infrared adaptor for one of Sharp's various 
Electronic Oganizer, it will also work. 


To download an Add-on software program simply 
start the installation program included on the 
computer floppy disk. Follow the on-screen 


instructions to install the software. Once installed, 
you can access any Add-on software program by 
simply touching MORE and then touching the 


program icon in the MORE screen. Note that these 


Add-on software programs can be downloaded to 
the unit's internal memory. 


It seems that my unit produces a noise 
when using the AC adaptor. Is this 
normal? 


While the unit is being powered by an external 
power supply (such as the optional EA-23E AC 
adaptor or the CE-BK1 battery pack) a slight 
humming noise may be heard during a data 
transfer. This is normal. 


How do | backup my important 
information? 


It is important to always have a back-up of your 
important electronic information. Here are some 
ways to do this: 


¢ You can print out a hard copy using the Sharp 
CE-IR1 infrared adaptor for printing. You will also 
need a PC-compatible printer (see page 186 for 
details). 


- You can use an MS Windows data transfer utility 
program to back-up your data onto either a hard 
drive or a floppy disk. 


MS Windows is a registered trademark of 
Microsoft Corporation. 


How do | exchange information with my 
personal computer? For example, can | 
take telephone numbers | already have in 
another software program and load them 
into my ZR-3000? Can | take letters I have 
written on my ZR-3000 and send them to 
my favorite word processing program? 


Sharp offers MS Windows Data Exchange Utility 

Software that allows you to easily exchange 

information with your personal computer. 

¢ You can use ZR-AP2 for Windows 95. This 
software can keep your Zaurus synchronized 
with Schedule+ 7.0 and ACT! 2.0. With synchro- 
nization, only new or modified items are ex- 
changed between your Zaurus and PC. In 
addition, this software is completely integrated 
with the Windows 95 Desktop and Explorer. 
Desktop "Zaurus" icon allows simple drag and 
drop data transfers between your Zaurus and 
PC. 


¢ You can use ZR-AP1 (U.S. only) for Windows 
3.1. This software includes Clipboard Link 
software that allows you to exchange data 
between your Zaurus and PC through Windows 
Clipboard. Just press SEND or GET on the 
Zaurus to send/receive the data directly to/from 
the Windows Clipboard. You can, of course, 
convert your Zaurus information into computer 
formats that many popular software program can 
read. 


I can't seem to turn my unit on. | changed 
the batteries but still nothing happens. 
What should | do? 


Check the following before sending the ZR-3000 in 
for service: 


Check that the battery replacement switch on the 
back of the unit is in the "NORMAL OPERATION" 
position. If the switch is in the "REPLACE BAT- 
TERIES" position, the unit cannot be turned on. 
Check or replace the operating batteries, even if 
you have just replaced the batteries. It is possible 
that the batteries were not fresh when you pur- 
chased them. 

Press the RESET switch. If the unit has been 
dropped, for example, it may have to be reset. 
This will not delete your data. If for any reason 


data is missing after resetting the unit, it was lost 
before you pressed the RESET switch, which 
simply re-starts the unit. 


If none of the procedures above help, you should 
send the unit to a service center. Give the service 
center a call and ask for more information about 
getting your ZR-3000 repaired. 


| would like to use the Filer feature but | 
am afraid of using up memory. How does 
the Filer work? Does it make a copy of 
each entry? 


When you assign an entry to a folder in the Filer, it 
uses only a negligible amount of extra memory. 
The unit doesn't actually make a copy of the entry, 
it simply assigns the entry to a folder. Entries are 
still stored in each individual application (Contacts, 
Documents, etc.). The Filer is a great way to 
organize your information and there is no reason 
not to use it. 


What is the Outlines application? Why 
would I want to use it sometimes instead 
of Documents? 


The Outlines application allows you to group and 
categorize information using a hierarchical 
structure. Everyone has a lot of small but 
important pieces of information that have to be 
memorized or kept track of in a written record; for 
example, important personal information such as 
Social Security number, credit card numbers, 
various ID numbers, account numbers, clothing 
sizes, etc. Using the unit, you could make a 
number of Documents entries for each piece of 
information, but a better way to manage the 
information would be to make a single Outlines file 
called "Personal information". 

This file could then contain a number of headings 
(such as Car info., Travel info., Health info., 
Financial info., etc.), under which relevant pieces 
of information could be stored. This makes it 
easier to access information and prevents your 
unit from becoming cluttered with hundreds of 
individual entries. 

Additional Outlines files could also be made, 
including a favorite movies list, project manage- 


ment file, price lists, product line-up and specifica- 
tion files, business plans, product proposals, and 
meeting notes. 

Many types of information can be more easily and 
efficiently managed in an Outline structure. 


Another use of Outlines is document preparation. 
Many times you might want to write a memo, letter, 
proposal, marketing plan, etc., but find it difficult to 
write an entire document from scratch. Outlines 
allows you to capture your thoughts and ideas, 
then rearrange and categorize them at any time. 
You can also copy an Outlines file and paste it into 
Documents to finish the document there, adding 
text to the major topics. 


Your new ZR-3000 is a full-featured, pocket-sized 
information manager, designed to enhance any informa- 
tion-based task, whether in the home, at the office or on 
the road. Its large, easy-to-read screen and graphical 
user interface makes it very easy to use for novices and 
experienced users alike. Pen-based touch-panel 
operation offers tremendous user-friendliness in a 
pocket-size device. 


Time Management 


The ACTIVITIES application helps you manage 

your time better than ever: 

¢ Appointment lets you record appointments, 
meetings and other date-based events 

¢ Birthday/Ann lets you record anniversaries, 
birthdays and other important annual events 

¢ Holiday lets you record your planned vacations 
and public holidays 

- To Do helps you track tasks and goals according 
to priorities you assign 

¢ Calendar displays all your Appointment, Birthday/ 
Ann, Holiday and To Do items in convenient daily, 
weekly, monthly or yearly formats 


Information Databases 


Your unit allows you to store a wide range of 
information according to your needs: 


¢ Contacts is used to store names, phone numbers 
and other information 

¢ Data Files lets you set up custom databases 

¢ Spreadsheets provides a full-featured 
spreadsheet utility 


Letters & Documents 


The unit offers powerful facilities for creating 

documents, letters and even hand-written notes: 

¢ Documents provides sophisticated word process- 
ing and document formatting features 

¢ Outlines lets you organize your ideas and 
information using topics and sub-topics 

« Notes lets you make hand-written notes directly 
onto the screen using the touch-pen. 


Desk Accessories 


A variety of other functions are provided to make 

common tasks quick and convenient: 

¢ Calculator performs standard mathematical and 
date calculations 

¢ Scrapbook lets you create and edit pictures, 
drawings and maps 

¢ Filer lets you group together entries from any 
applications except Spreadsheets 


Fax & Information Exchange 


Your unit allows you to send and receive informa- 
tion via a wide range of popular data methods and 
information services, including: 

¢ Fax (Send only) 

¢ CompuServe 

¢ Other systems and networks 


Utilities 
The unit offers additional utilities to manage and 
access your data easily: 
¢ Clock displays both local and international time 
¢ Filter selects only those entries you specify 
¢ Search helps you find particular entries 


¢ Cut & Paste lets you conveniently copy text and 
graphics between different applications 


Your new unit offers even more features too 
numerous to mention here. But you can extend its 
capabilities even further by adding new functions 
via Add-on software. Features and enhancements 
such as these, together with remarkable user- 
friendliness, make the ZR-3000 among the world's 
most powerful and sophisticated hand-held 
information managers. 


You will find two manuals with your unit. This manual is 
designed to help you quickly learn and understand the 
capabilities and operation of your unit. The other manual 
contains detailed explanations of Spreadsheets, Termi- 
nal and CompuServe. 


Chapters 


The chapters are organized by task type so you 
can focus your attention on the features that meet 
your needs. 


Quick Start 
Commonly asked Questions & Answers 


These sections show you how to quickly set up 
and use the essential features of your unit. 
Getting Started 
Introduces part names and functions, and GUI 
features. 
Desk Accessories: 


Explains the desk accessories: Calculator; 
Scrapbook; Filer; Search; Help; Tools; and More. 
These are located at the left of the display, and 
can be selected whenever they are needed. 


General Operations: 


Introduces operations that are common to all of 
the built-in applications. These operations are 
accessed through the tool bar at the top of the 
display and change to suit the application. 


Time Management: 


Explores Activities operations: Appointment; 
Birthday/Ann; Holiday; To Do; and the Calendar 
views. Activities helps you manage your time and 
keep track of important events. 


Databases: 


An introduction to Contacts and Data Files, 
personal databases which store information such 
as addresses and phone numbers, but can also be 
configured to manage other types of information. 


Writing and Letters: 


Shows you how to manage handwritten notes and 
create professional looking documents using the 
Notes and Documents features. Also explains how 
to use the Outlines feature. 


Optional Accessories: 


Introduces peripheral operations including: 
printing; data transfer with other units; sending 
faxes; data exchange with personal computers 
and optional Add-on software programs. 


Appendices 


A. Key Notations 

B. Reset 

C. Troubleshooting 

D. Battery Replacement 
E. Specifications 


The following keyboard and symbol conventions are 

used in this manual: : 

¢ ACTIVITIES, CALC, SEARCH, ON, MENU, ENTER, 
Done, Cancel and other bold notations indicate 
buttons on the display that are touched with the touch 
pen, or keys on the keyboard that are pressed with a 
finger. 

¢ Letters and numbers to be entered in examples are 
shown in italics, for example "Lunch at 12:00" indicates 
that "Lunch at 12:00" should be entered from the 
keyboard. 

¢ Activities, Notes, Filer, Search and similar notations 
written with initial capitals are names of applications 
and accessories. If the associated touch buttons on the 
display are to be touched as part of a procedure, they 
will be written in bold uppercase, for example: touch 
ACTIVITIES, touch NOTES or touch SEARCH. 

¢ Some keys have other functions that are accessed by 
pressing the key in combination with the <> (Shift) or 
2nd key. For example: pressing {> and also pressing 
the Return (<4) key inputs a tab. 


¢ For a full list of key notations, see Appendix A. 


= 
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Indicates a tip or important point. 

Indicates alternative methods. There is often 
more than one way that you can perform an 
operation. 


This unit contains delicate circuitry and a glass display 

panel which can be damaged if not cared for properly. 

The following precautions should ensure your unit gives 

you many years of reliable use. 

¢ Keep your unit away from extreme heat. Do not leave it 
on the dashboard of a car or near a 
heater. Do not leave it in any place 
that is extremely damp or dusty. 


+ Do not drop your unit or subject it to severe impacts. 


Bending the body can damage the 
circuitry. Do not use extreme force 
when pressing the display or keys. 


¢ Do not use sharp, pointed objects or your fingernails to 
touch the display screen. We 
recommend you use only the 
supplied touch pen to touch or write 
on the screen. 


¢ Hard, sharp objects can scratch your unit, so ensure it 
is closed and/or protected when 
carried with other objects. 


¢ Do not use solvents to clean your unit. Use only a soft, 
dry cloth. 


¢ Do not carry your unit in your back pocket as it may 
break when you sit down. The 
display is made of glass and is 
particularly fragile. 


¢ Replace the batteries as soon as they become weak. 
Failing to replace weak batteries may result in lost data 
or damage from battery leaks. 


¢ Since this product is not waterproof, do not use it or 
store it where fluids, for example water, can splash 
onto it. Raindrops, water spray, juice, coffee, steam, 
perspiration, etc. will also cause malfunction. 


A major feature of the unit is its graphical user 
interface (GUI) which makes operation easy to 
understand through a combination of graphic 
images and text. The GUI is easy to use and 
provides a great deal of versatility. Operations can 
be entered using the touch pen on the display, 
pressing keys on the keyboard, or a combination 
of both. 


Before using your unit, the following operations are 
required. If you have not performed these operations, 
read the Quick Start section. 


1. 


Battery installation ... see "Installing the 
batteries" on page 10. 


Initializing ... see "Initializing" on page 11. 


Adjusting the LCD contrast ... see "Adjust 
LCD contrast" on page 12. 


Adjusting the touch panel ... see "Adjusting 
the touch panel" on page 13. 


Setting the Clock ... see "Setting the time and 
date" on page 14. 


Release tab 
Press to open the unit. 
Accessory buttons 


| : (3) actmmes Touch to select the accessory. 
| a CONTACTS 
| Application buttons 
[a) notes Touch to select the application. 
DOCUMENTS 
[2 OUTLINES Display 
EF FJ spreansieers Shows information and also functions as a "touch 
io, panel" for selecting operations, data entry, etc. 
OFF key 
Press to turn the unit off. 
N key 
Press to turn the unit on. 
ADAPTOR 


: Connector for the optional EA-23E 
ines sal Ga {fe Y AC Adaptor or the CE-BK1 battery pack. 
bebbeobnowoe Keyboard 


For entry of characters and commands. 


La ] (Ww) LE} LR) LT } Ly | (u } Lr} Lo } [P| Touch pen holder 


HELP 


(A](Ss)(D)|(F)(G@)(H]) (J } [K } mic Es Holds the touch pen when not in use. 


COMUNICATIONS PORT 


Touch pen 
(a) Ze] ZO rr (Vv) (B. (Vv) (B) (N_} (M ] (3] a (@) (a) Selects touch buttons and writes on the 
(Ge) (wo) (Suet) (“aE CAT D io aad 


A 15-pin connector for the optional CE-FM4 
Fax/Modem, CE-315L Data Transfer Cable, or 
CE-137T Level Converter for other fax/modem 
connections, computer links, etc. 


Memory back-up battery compartment 
Holds memory back-up battery: CR2032 x 1 


Reset button 
Press to reset and initialize the unit. 


Serial number 
Indicates your unit's serial number. 


Battery replacement switch 
Allows access to the battery compartment. 


Operating battery compartment 
Holds operating batteries: LR6(AA) x 2 
Infrared port 
For wireless infrared communications with other units — 
cs The unit will not operate if the battery replacement 


(including ZR-3000, ZR-5700/ZR-5800, ZR-5000, ee if 
OZ-9000/OZ-6000/0Z-5000, IQ-8900/IQ-9000/ZQ-6600/ZQ- switch is in the "REPLACE BATTERIES" position. 


8600 series) and optional Wireless Interfaces CE-IR1/IR4/IR5. 


Touch pen 
The touch pen is stored at the right front of the 


keyboard. 
NS 
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To remove the touch pen, pull it in the direction 
shown by the arrow. 

To replace the touch pen, push the pen back into 
place (in the opposite direction to the arrow). 
Check the ridge grip on the touch pen aligns 
correctly with the mounting slot. 


Caution: 


Use only the supplied touch pen to operate the 
display. Do not use pens, pencils or other sharp, 
pointed objects. Keep the touch pen and display 
clean to avoid scratches and damage to the 
display. 


Display angle adjustment 


The display can be adjusted to any angle that suits 
your reading style. 


3/4 
position 


When attempting a wireless infrared transfer, be 
sure not to open the display more than 3/4 of the 
way, or the IR port may become blocked. 


A key feature of the graphical user interface (GUI) is its 

system of displays and menus which can be used to 

quickly execute commands and perform operations. 

¢ Insertion mode is used for all text input except time 
and dates. There is no overwrite mode. 

¢ All Detail Views (except Notes, Scrapbook and 
Spreadsheets) have a blinking cursor. 

- Selecting an application (except Activities and 
Spreadsheets) containing no entries brings up a New 
Entry display with a blinking cursor. 

¢ Cut, Copy and Paste from the tool bar EDIT menu can 
be used to copy or move entries. 

¢ In Detail View, the cursor can be moved to another 
field by touching the field or pressing the cursor keys. 

¢ Selected text is indicated by highlighted (reverse) text. 

¢ Detail View supports rapid cursor movements as 
follows: 
2nd 4 Moves cursor to top of field 
2nd ¥ = Moves cursor to bottom of field 
2nd < Moves cursor to beginning of line 
2nd >» Moves cursor to end of line 

¢ Pop-up menus, radio buttons and check boxes can 
only be used by touch operations. 

¢ Touch scroll bars to move through displayed informa- 
tion. In Notes, one grid block is scrolled as one line. 


Index View 


Detail View 


Scroll screen one line up. 
Scroll screen one line down. 


Scroll up one display "page". 


Scroll display by dragging. 


Scroll down one display "page". 


Scroll screen one line up. 
Scroll screen one line down. 


Scroll up one display "page". 


Scroll display by dragging. 


Scroll down one display "page". 


Change display font size (zoom). 
Display previous entry. 


Display next entry. 


Ss Display layout sO 


The display layout has the following features: 

¢ The touch buttons at the left of the display 
provide access to accessories and utilities. 
TOOLS provides access to communications 
utilities and user settings. MORE provides 
access to optional Add-on software (if installed) 
in the main memory. 

¢ The touch buttons at the right of the display 
provide access to applications. 

- The touch buttons along the top of the display 
are called the "tool bar" (application-specific 
tools). 


Tool bar 


a) S| AlS2S SSSI: e-aoel| ) actives 
2. CONTACTS 
=a| DATA FILES 


Wer 


DOCUMENTS 


OUTLINES 


The display not only shows information, it is also a 
"touch panel" that lets the touch pen select functions 
and enter information. Some operations which are 
carried out by touch buttons can also be carried out by 
pressing keys on the keyboard. The touch button in bold 
at the right of the display has the same function as 
pressing the ENTER key (see Fig.) To store a setting for 
example, you can touch OK on the display or press 
ENTER on the keyboard. When a display symbol 
matches a key or symbol on the keyboard, either can be 
used. For example, touching Cancel functions the same 
as pressing CANCEL. 


(&Q SEARCH t— Touching 

this button is 
the same as 
pressing the 
ENTER key. 


] Only Entries Containing: 


C) Limit by Date Range: 
(Only for Appointment aad To Do Entries) 


From: [ V[_v__] 


re (CLM I 


C) Only Secret Entries: 


APPO | BIRTH) HOLT | 10 00/CON HOTES |DOCU | OU 
INT | DAY DAY tacts hey LINE 
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The following display symbols appear at the top right of 
the display to indicate various conditions: 
XX:XX Real time and date display. Touch to toggle 


BATT 


2nd 
CAPS 


4 


between time and date display. 

Operating batteries are weak and need 
replacing. 

2nd key has been pressed. 

CAPS has been pressed, the keyboard is in 
caps lock mode, and all letters will be 
entered in uppercase. Press CAPS again to 
turn caps lock off. 

Indicates the current entry is secret and can 
only be accessed when the unit is unlocked. 
The unit is locked. Entries marked as secret 
cannot be recalled until your unit is unlocked 
by entering a password. 

Alarm sound is enabled. 


c= The display symbols may be hidden in some 
dialogue. 
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Keyboard layout 


The keyboard is laid out in a standard QWERTY 

format, like a typewriter or computer. 

« The <} key has the same function as the Shift key 
on a typewriter or computer. 

« The CAPS key has the same function as a Caps 
Lock key. 

¢ The unit operates permanently in insertion mode 
except for entering the time and date (there is no 
overwrite mode). 

¢ Symbols in white above a key, such as ' or :, can 
be used by holding down 4} and pressing the 
required key. Refer to Appendix A Key Notations. 

¢ Special symbols and characters, such as u and 
¢, can be entered using the SMBL key. (See p. 
112 for details.) 


[oat fs fee AS 
Se te ek eae 
OQWMHnmMmmMmmMmr 
ADAM MMmmMces) 
ADWOVWMAMMHOUAB 
(Ee) fom) Ge) (SE) NOD 


The application tool bar across the top of the display 
normally offers a choice of either Detail View or Index 
View for examining unit entries. For a particular applica- 
tion, Detail View lets you examine the detailed contents 
of an entry, and Index View lets you examine a list of 
entry titles. 
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Davis, Frank 


i201-555- 1235 
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Index View 


INDEX 


Tool bar 
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There is a special tool bar for each application. 
The tool bar is located across the top of the 
display and has the following features: 

«A small pointer ("W") in the upper right of a tool 
bar item indicates a menu will be displayed if it is 
touched. 

¢ For some tool bar menus;, current settings are 
indicated by a check mark "4". 

¢ Menus may be separated into categories by 
dashed lines. 

* Menu items that lead to dialogue are followed by 

¢ If a particular tool bar item cannot be used for a 
specific screen, it is "faded" out. 

¢ Tool bar menus can be accessed from the 
keyboard by pressing MENU then using the 
PREV, NEXT, v, 4, ENTER and CANCEL keys. 


ri — F ¥ ¥ 
Ered Fed cr Berd Pe 
STYLE ALIGN} EDIT J LINKTOQ FILE IT 


The built-in Help feature is a convenient, topic-specific, 
on-line reference source. You can view Help at any time 
by pressing 2nd A. Messages are also displayed during 
normal operations for your guidance. 


A sound (beep) is made each time a key or button is 
pressed or the display is touched. Key Sound enabled 
as the default setting. 

To turn the key sound off: 


71. Touch TOOLS and then touch Sound twice. 


Sound | 


KX] Key Sound 
C] Alarm Sound 


The Key Sound box is checked to show it is on. 


2. Touch Key Sound (so the cross disappears) 
to turn the key sound off. 


3. Touch Done to save the setting. 


Sleep function 


To conserve battery power, the Sleep function 

turns your unit off if it is not used for a set time 

period (the default setting is 15 minutes). 

« Sleep is disabled when communicating with other 
devices to avoid interrupting data transfers. 

¢ lf you are storing an entry and the Sleep function 
turns off power before the entry is finished, data 
will not be lost. When you press ON, operation 
resumes from the state before power was turned 
off. 

¢ When the unit is connected to the AC adaptor or 
battery pack, the Sleep function is disabled. 


External power supply 


Power can be supplied to your unit from the 
optional EA-23E AC adaptor or the CE-BK1 
battery pack. The AC adaptor can be used when- 
ever a normal AC electricity outlet is nearby. The 
battery pack can be used as an alternative power 
source when no AC power supply is available. This 
greatly increases your unit's portability by allowing 
you to operate your unit for long periods of time 
without depleting the operating batteries, e.g., 
while traveling on long journeys or working 
outdoors. 


To use the EA-23E AC adaptor or CE-BK1 battery 
pack, first turn off the unit, then connect the plug to 
the ADAPTOR socket at the right of the keyboard, 
then turn your unit back on. 


¢ When using the CE-BK1 battery pack, make sure 
the mode switch is set to OPERATION. 

¢ If the operating batteries are not installed, or are 
depleted, the AC adaptor or battery pack will not 
supply power to the unit. 

¢ Be sure to turn your unit off before disconnecting 
the AC adaptor or battery pack. 

¢ Check that the AC adaptor or battery pack is 
connected when the unit is on, especially during 
data transfer. Disconnecting the unit will abort the 
data transfer. 


the Application suite: 

¢ PC LINK puts your unit into PC Link mode to 
exchange data using the last selected 
data transfer method. The default method is 
Cable. 

¢ Calculator can perform calculations on numbers 
entered from the display, keyboard, or from other 
entries. 

¢ Scrapbook lets you make quick handwritten 
notes and drawings directly on the display. 
Scrapbook entries can be pasted on Contacts or 
Data Files entries, or integrated into a document. 

¢ Filer lets you manage your data and information 
by topic rather than by entry type. 

¢ Search lets you locate a particular keyword from 
among many different entries. 

¢ Tools provides many utilities such as Clock and 
PC Link. 

« More accesses the Add-on software setup 
functions. Full details are given in chapter 7. 


he desk accessories along the left side of 
the display are handy utilities that round off 


Calculator is a standard 10-digit calculator which: 

« Performs mathematical operations, including square 
root, percentage and memory (ReCM, M- and M+). 

¢ Can calculate dates and time durations, such as the 2 
number of days to project completion. 

¢ Has a paperless printer mode which shows all calcula- 
tions in a vertical column on the display. 

« Performs operations on data copied from other entries. 


To perform calculations: 


1. Touch CALC at any time. 
The calculator's key pad appears on the display. 


2. Enter the calculation by touching the display 
keypad or using the keyboard number and 
symbol keys. 
¢ To clear an entered value, touch CCE once. 
To clear a calculator operation, touch CeCE twice. 

¢ Calculations are performed in order of entry, not 
by algebraic convention, i.e. 8+2x3 = (8+2)x3, not 
8+(2x3). 


¢ M on the display indicates a number is stored in 
memory. Touch ReCM twice to clear the memory. 
* Press » to erase the last digit entered. 
¢ E on the display indicates an error. 
Touch C-CE to clear errors. 


¢ Touch +/- to change the sign of a displayed value. 


3. To quit Calculator, touch QUIT. 


Movable window display 


Calculator opens as a movable window over the 
last display that was used. To move the Calculator 
display, touch the top left corner and drag it to the 
new location. After moving the Calculator display, 
make sure to return it to its original location. 
Otherwise, it may hide the paperless printer 
display when that mode is selected. 


Paperless printer 


In the basic calculator mode, only calculation 

results are displayed. In paperless printer mode, 

the calculation steps are retained and you can edit 

the sequence: 

¢ This allows you to change numbers and opera- 
tors (+, —, X, +, =) and return to intermediate 
results so that you do not have to reenter entire 
calculations. 


¢ =, M-, M+ and % terminate a calculation se- 
quence. Any value entered after these keys 
begins a new calculation. 

¢ Calculation steps are retained and can be 
recalled with PREV or NEXT (even after the 
display has been cleared with C-CE), until a new 
sequence is entered or all steps are deleted 
using DEL. 

¢ Up to 50 steps can be stored in a calculation 
sequence. 

* Functions are the same as for the basic calcula- 
tor, except power calculations must be performed 
using repeated multiplication. 


Using the paperless printer calculator: 


Touch CALC and select PRINT. 


2. Enter the calculation. Inserting new values: 

¢ > marks the starting entry. 1 

« The value on the key pad display is the value just ; 
entered or the final calculation result (indicated 
by ENTRY or ANSWER shown above the value). 


Move to the line above the point where you 
want to insert the new value. 


2. Touch Insert. 


3. Touch "=" to get the result. 
3 3. Enter the operator and value to be inserted, 


Using intermediate results: then press ENTER. 

7. Touch PREV or NEXT until you reach the 4. Press ENTER again to get the new result. 
calculation line you want to check. The result 
up to and including the highlighted line is Changing part of a calculation: 
displayed. 


1. Move to the entry you want to change by 
touching PREV or NEXT (or pressing PREV 
or NEXT keys). 


2. Make sure that the Entry radio button is 
selected, then enter the new operator and 
value, and press ENTER. 


2. Touch C-CE once to return to the display of 
the final result, and touch C-CE again to clear 3. Press ENTER again to get the new result. 
the display. 


Deleting a line: 

1. Move to the line you want to delete using 
PREV or NEXT. 

2. Press DEL. 


3. Press ENTER to get the new result. 


Mate calculations 


Calculator can calculate the period of time (in 

days) between two specified dates. It can also 
calculate the date a specified number of days 

before or after a set start date. 


Calculating the number of days between two dates: 


1. Touch DATE to switch to the date calculator. 


i The current date is 
| the default start date. 


Touch CANCEL to clear the current date and 

enter a different start date, if desired. 

¢ Prefix single-digit months or dates with 0. 

- You can modify part of a date by touching it and 
then entering the required numbers. 


Touch TO. 
Enter the end date. 


Touch CALCULATE. 
The number of days between the two dates is 
shown. 


If you enter an invalid date, for example if you 
forget to enter the year, the operation will not be 
recognized and nothing will happen when you 
touch CALCULATE. If you make a mistake, touch 
CANCEL to return to the previous step. 


Calculating the date from the number of days: 


1. Touch DATE to switch to the date calculator. 
The current date is the default start date. 


2. Touch CANCEL to clear the current date and 
enter a different start date, if desired. 
¢ Prefix single-digit months or dates with 0. 
¢ You can modify part of a date by touching it and 
then entering the required numbers. 


3. Touch AFTER to get a date in the future. 
Touch BEFORE to get a date in the past. 


4, Enter the number of days in the past or 
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5. Touch CALCULATE and the final date is 
displayed. 


c= Youcan continue to calculate other dates using 


the calculated date as a new start date. Press + 
or = keys and the calculated date is automatically 
entered in the FROM field. If you make a mistake, 
touch CANCEL to return to the previous step. 


Data from other entries 


You can perform calculations on numbers con- 
tained in other entries. You can also transfer 
calculated values into another entry. 


From another entry to Calculator: 


1, 


Select the entry with the data you want to 
calculate. 


Drag the touch pen to highlight the 
calculation data. 
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Touch EDIT and select "Copy" to copy the 
data. 


Touch CALC to open Calculator, then press 
2nd V to paste the calculation data. The 
copied calculation is performed and the result 
is displayed. 


From Calculator to another entry: 


1. 


After a calculation, touch the result to 
highlight it, then press 2nd C to copy it. 


Open an entry in Detail View, and touch the 
position where you want to enter the 
calculated value. 


Touch EDIT and select "Paste". 
The copied value is now included in the entry. 


Error indicator & 


The error indicator, E, appears when any of the 

following situations occur: 

« Integer part of the rough result has 11 to 20 
digits. For example: 4567890123 x 456 = 
208.2957896 is displayed with E to indicate that 
208.2957896 x 10'° = 2,082,957,896,000 is the 
rough result. Rough results are not available in 
paperless printer mode. 

¢ Integer part of the result exceeds 20 digits. 

¢ Integer part of the value in memory exceeds 10 
digits. 

¢ Anumber has been divided by 0. 


Touch CeCE to clear the error indicator. 


Scrapbook lets you make quick hand-written notes, 
sketches and maps directly on the display. The stamp 
function lets you add built-in images of buildings, 
intersections and railways to make your maps more 
accurate and clear. 

Scrapbook entries can be added to Contacts and Data 
Files entries as part of those databases, or can be 
included in Documents entries. For more information on 
adding Scrapbook entries to other entries, see p. 151 
and p. 174. 

Scrapbook entries take up much more space in memory 
than text, so it is a good idea to delete unwanted 
Scrapbook entries. 

When PB is displayed at the lower right of the display, 
Scrapbook is in Detail View and you can scroll the 
entries by touching V1. 

Touching the upper left corner of VW] moves to the 
previous entry, and touching the lower right corner 
moves to the next entry. 

Touching the display makes ¥] disappear so you can 
change an entry. 

If Scrapbook is currently displayed and you select 
another application (or you touch SMALL), the 
Scrapbook display is reduced to a movable window. To 
move this window, touch the top left corner and drag it to 
the new location. To enlarge the Scrapbook window and 
continue drawing, touch LARGE. Scrapbook will remain 
on the display until you touch QUIT. 


Making a new Scrapbook entry: 


1. 


Touch SCRAPBOOK. 
A "blank" page is displayed. 


Use the touch pen to write or draw on the 
display. 

¢ Select drawing tools on the left. 

¢ Default drawing tool width is medium. 


When you complete your entry, press 
ENTER. 

The entry is saved and the display changes to 
Detail View. To make another entry, touch EDIT 
and select "New Entry" (or press NEW). 


To close Scrapbook, touch QUIT. 


Drawing tools 


The Scrapbook drawing tools add versatility to 
creating graphics. The pencil tool is the default 
selection when you first touch the display with the 
touch pen. 
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[Pencil] _ Draws freehand lines. 

[1 [Ruler] Draws straight lines. 

[Grid] Draws the lines vertically or 
holizontally. 

[2] [Stamp] Inserts built-in stamps. 

[Area] Defines areas for editing opera- 
tions. 

[Eraser] Deletes graphics. 

[Pattern] Selects drawing pattern from 


white, hatch or black. White is 
useful for deleting details that 
cannot be easily removed by the 
eraser. 

[=] [Width] Sets width of drawing tools. 


Finding entries 


Scrapbook entries are saved in the order entered. 

¢ To find a Scrapbook entry, touch VW] to step 
through all the entries (or press PREV or NEXT). 

- You can also touch SHOW and select "First 
Entry" or "Last Entry" to move to the top or 
bottom of the entry list. 


To edit an entry: 

1. Display the entry you want to edit. 

2. Select the drawing tool you want to use. 
3. Make any required changes. 

4. Tosave the changes and quit Scrapbook, 


touch QUIT. 
To save the changes and remain in 
Scrapbook, press ENTER. 


Selecting an area 
The area tool lets you select a Scrapbook area for. 
copying, deleting and other operations. 

To select an area: 


1. Display the entry you want to revise and 
select the area tool (:-7!). 


lis) [a 


saner 


Area tool 


2. Drag the touch pen from the upper left to the 
lower right of the area you wish to select. A 
rectangular outline will indicate the selected 
area. 


3. Perform the required operation on the 
selected area (as shown below). To deselect 
the area, touch anywhere in the drawing area 
or select another tool. 


4. Complete your changes, then press ENTER. 


Moving or copying graphics 


Graphics sections can only be moved or copied 


within Scrapbook. 2 


To move or copy graphics: 


1. 


Touch the area tool and select the graphics 
area you want to copy or move. 


Touch EDIT and select "Cut" (to move) or 
"Copy". 


Select the area where you want to paste the 
graphics. 


4. Touch EDIT and select "Paste". Adding text strings to Scrapbook 
cq zl) estes (S) You can import text into Scrapbook from other 
application entries. 
To add text strings to a Scrapbook entry: 


1. Display the entry with the text you want to 
import. 


2. Highlight the required text by dragging the 


touch pen. 
Deleting sections of graphic entries: 
1.__ Use the area tool to select the area to be 3. Touch EDIT and select "Copy". 
deleted. 
4. Touch SCRAPBOOK and display an entry. 
2. Press DEL to delete the selection. For a new entry, touch EDIT and select "New 


Entry”. 


Select the area where you want to place the The Stamps tool 


You can use the Stamp tool to add one of the 64 
built-in stamps to your Scrapbook entry. 


To use the stamp tool: 
1. Display the entry you want to add a stamp to. 
2. Touch the Stamp tool at the left. 


The stamp menu appears at the top of the 
display. 


Text is pasted to fit the area you specify, and it is 
split over several lines if necessary. If the area is 
not large enough, only part of the text is pasted. 


3. 


Touch the stamp you desire to select. 
To scroll the stamp menu, touch # or $( or press 
PREV or NEXT). 


i. base 


Touch the location where you want the stamp 

inserted. 

« The stamp can be dragged to any location until 
the pen is lifted from the display. Once the pen is 
lifted, the stamp is set and cannot be moved. 

¢ Astamp can be inserted in multiple locations. 

* To remove a stamp, select the stamp with the 
area tool, then press DEL. 

* The stamp menu is a movable window. To move 
the stamp menu, touch the left corner and drag 
to the new location. 


5. 


When you complete your entry, press 


Deleting Scrapbook entries 
Deleting a single Scrapbook entry: 


1. Display the Scrapbook entry you want to 
delete. 


No 


Touch EDIT and select "Delete Entry". 
Press DEL. 


Touch Yes to confirm the deletion. 


Deleting all Scrapbook entries: 
1. Touch SCRAPBOOK. 


2. Touch EDIT and select "Delete Group". 
3. Touch Delete. 


4. Touch Yes to confirm the deletion. 


Filer is a unique, easy-to-use accessory that helps you 
manage your information by topics rather than by entry 
type. Filer folders let you organize information in a 
similar way to office folders. 

For example, suppose you have a project called 
"Andromeda". You might have the names and phone 
numbers of three project personnel in a Contacts file, 
two pages of meeting notes in Notes, a project outline in 
Outlines, three To Do action items, and five meeting 
dates in Appointments. 

With Filer, you can assign all entries related to the 
Andromeda project to a single folder. This folder can 
then be selected when you want to work specifically on 
Andromeda project information. 


os Youcannot assign Spreadsheets entries to Filer. 


Assigning entries to folders 


Before using Filer, you must first assign entries to 
the folders. There are three ways of assigning 
entries to a folder: you can assign a group of 
entries to one folder, you can assign individual 
entries to one or more folders, or you can make a 
new assigned entry. With all methods, the entries 
themselves are not moved or stored in the folder, 
they are just assigned to it. (Entries are retained in 
the applications that created them). 


Collect related entries to one folder 


The Collect function is used to assign entries 
linked by a common keyword to a specified folder. 
You can select the applications that are searched 
for the keyword. 


To collect related entries to one folder: 


; af Sree 
ai a } eereasee 


* Note the Search and Garbage folders at the front 
of Filer Drawer. The Search folder provides 
temporary storage for entries that match the 
keyword Search criteria. The Garbage folder 
provides temporary storage for deleted folder 
entries. 


2. Touch a tab to specify the folder to hold the 


collected entries, then touch COLLECT in the 
tool bar. 


Collect Entries 


&] Only Entries Containing: 


Precedence st 


C) Limit by Date Range: 
(Only for Appointment and To Do Entries) 


To: 
CL) Only Secret Entries: 


APPO | BIRTH| HOLT | 10 00 DATA |NOTES|/DOCU | OUT 
IHT |DAY | DAY FILES MENTS/ LINES | 
ae ble 


If the selected folder contains entries and you 
touch COLLECT, a message indicates that if you 
proceed all existing entries will be unassigned 
from that folder. Touch Yes to proceed (or touch 
No to cancel and choose another folder). 


Complete the Collect Entries display as 

required. 

* Enter a keyword of up to 16 characters in the 
"Only Entries Containing" field, using letters, 
numbers and symbols. 

* Check the Limit by Date Range box to set a date 
range (only for Appointments and To Do entries). 
The keyword is optional in this case. 


« Touch the Only Secret Entries check box to Assigning a single entry to multiple folders: 
collect only secret entries (not displayed if the 
unit is locked.) The keyword is optional in this 
case. 


7. Display the entry that you want to assign to a 
folder. 


All applications are selected by default. 2. Touch FILE IT. 
Deselect any applications you do not need. | 
Touch Collect. 

A "Collecting" message appears. 

* Amessage indicates if no entries contain the 
keyword. You can try again using a different 
keyword, or touch Cancel to close the box. 

* All entries containing the keyword are assigned 
to the specified folder. The first ten characters of 


the keyword are displayed as the folder name 3. Touch all the folders the entry is to be 
(Untitled is displayed when entries are collected assigned to. Touch any folder again to 
without specifying a keyword). deselect it. 

« The folder name can be easily changed, see p. 
70. 4. Touch File. 


The "Filed!" message is displayed and the entry is 
assigned to the selected folder(s). 


cs If you assign the entry to an empty folder, the first 
ten characters from the first text field of the entry 
are shown on the name tab. 


Naming or renaming folders: 


1. 


In Filer Drawer, touch a tab to select the 
folder (except IN folder) that you want to 
name (or rename). 


Touch EDIT and select "Folder Name". 


Edit a folder name: |Sales meet 


ee) 


Search BGarbage i 


Enter any folder name of up to ten characters 
using letters, numbers and symbols. 


Touch OK to save the folder name. 


Viewing entries via Filer 


Once an entry has been assigned to a Filer folder, 
it can be easily viewed so you can access informa- 
tion by topic rather than by entry type. 


To view an entry from Filer: 


1. 


Touch FILER and touch twice the tab of the 
folder that contains the entries you want to 
view. 


ry 


as | (23:FEB 10,1997 3:002 Sales meeting 
}| 2) FEB 17,1997 10:00% Meeting with Dr, Anderson |52 


8,1997 2:008 


« Only one folder can be opened at a time. 

* Folder entries are sorted by entry type. 

¢ If the folder has more than eleven entries, use 
the scroll bar to move to other entries. 


Touch the desired entry twice. It will be shown 
in the entry mode of the original application. 


Touch FILER to return to the Filer Index. 


Touch VIEWS and select "Drawer" to return 
to Filer Drawer. 


Editing foider entries 


Once an entry is assigned to a Filer folder (or 
folders), any changes made to the entry in its 
source application will be reflected in all related 
folders. The entry is edited in the entry mode of © 
the source application. 


To edit a folder entry: 
1. Open the desired folder. 
2. Touch the entry to be edited twice. The 


display changes to the entry mode of the 
original application. 


Make the desired changes to the entry. 
When you complete your changes, press 


ENTER then touch FILER to return to the 
Filer Index. 


New Assigned Entry 


You can create a new assigned entry in another 
application directly from within Filer. 


To make a new assigned entry: 


1. 


rp 


Open the Filer Drawer then touch a tab. 


Touch EDIT and select "New Assigned 
Entry". 


Make a New Assigned Entry 


Select a new entry type: 
Ghro BIRTH 10 00][NOTES DCU 
: 
con |[con |{con |[cata |[Data |[pata 
TaCTs||TACTS||TACTS || FILES || FILES || FILES 


The new entry will be assigned in the currently 
selected folder. | 


Select the new entry type and then touch 
NEW. 


Create your new entry. 


When you complete the entry, press ENTER. 


The new entry appears in the Index of the 
selected application and the entry is 
automatically assigned to the folder. 
Touch FILER to see the new entry in the Filer 
Index. 


Delete an entry from Filer 


Folder entries can be deleted directly from the 
Filer Index. 

The deleted entry will be deleted from the original 
application and the Filer Index. 


To delete a Filer Index entry: 


1. 


2. 


In Filer Index, select the entry to be deleted. 
Touch EDIT and select "Delete Entry". 


Touch Yes to confirm the deletion. The entry 
is deleted and disappears from the Filer 
Index. 


Removing entries from folders 


If you assign an entry to the wrong folder, or no 
longer require a particular entry to be assigned to 
a folder, you can remove (unassign) single entries 
from folders. Removed entries are not deleted 
from the source application. 


To remove a single entry from a folder: 


1. 


From Filer Drawer, select the folder that 
contains the entry you want to remove. 


In Filer Index, select the entry to be removed. 
Touch UTILS and select "Remove This 


Entry". 
A message indicates the entry has been removed. 


Empty a folder 


You can empty a folder. This will remove 
(unassign) all entries from the folder. Removed 
entries are not deleted from the original applica- 
tion. 


To empty a folder: 


7. In Filer Drawer, select the folder you want to 
empty. 


2. Touch UTILS and select "Empty This 
Folder". 


3. Touch Yes to confirm the folder is to be 
emptied. 
The folder contents are removed and the name 
tab becomes blank, indicating an empty folder. 


Merging (Moving) folders 


At times, you may have two folders whose con- 

tents, names or purpose are duplicated. You might 

want to merge (combine) the two folders into a 

single folder. 

¢ To delete all entries in a folder, an alternate 
method Is to merge that folder with the Garbage 
folder, then touch EDIT and select "Delete 
Garbage Contents". 

- To undo the deletion of a folder you can merge 
the Garbage folder with an empty folder. 


To merge folders: 


7. From Filer Drawer, select the first folder to be 
merged. 


2. Touch MERGE. 


Merge 2 Folders 
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Select the second (destination) folder that will 

be merged, and touch Merge. The contents 

of the first folder will be appended to the 

destination folder. 

¢ The name of the destination folder has priority. 

¢ If the folder contains duplicate entries, the 
duplicates will be removed. 


Sending folders 


You can send all entries assigned to a folder to 
another unit via infrared transmission or via 
optional cable. Sent foider entries will be assigned 
to the IN folder of the receiving unit. For more 
information about Unit to Unit transfers, see p. 
206. 


To send a folder to another unit via infrared trans- 


mission: 

7. Press GET on the receiving unit. 

% Touch SEND in the tool bar, select "Unit to Unit", 
and then select Receive and touch OK. 

2. Touch FILER on the sending unit. 

3. Select the folder in Filer Drawer. 

4. Press SEND. 
The folder entries will be sent to the receiving unit 
and assigned to the IN folder. 

% Touch SEND in the tool bar and select "Unit to 


Unit", then select Send and touch OK. 


Generate a Report Report format 
Please note the following important points: 


Generate a Report makes a new Documents « The generated report page format is letter size, 2 


based on the contents of a Filer folder. This makes 
a new Document entry containing information on 
entries assigned to a particular folder. 

For example, you might want to fax a report on 
your activities for a specified week. The Collect 
tool can be used to gather your activities into a 
single folder with a set date range. You can then 
touch SEND and select "Generate a Report" to 
make a Documents report entry. In Documents, 
edit the report and then send it by fax. 


with all margins set at 1 inch and uses Elite (12 
cpi) font. 

¢ For Appointment, alarm time and repeat informa- 
tion are not included. 

¢ For Birthday/Ann, reminder information is not 
included. 

¢ For Contacts/Data Files, pictures and link 
information are not included. 

¢ For Notes, drawings and modified time informa- 
tion are not included in the report. 

¢ For Documents, pictures and header, footer and 
text style information are not included. 

¢ For Outlines, topic text is not indented in accord- 
ance with the topic level. 


The Search function lets you locate entries containing a 
specific keyword, even if you do not know the entry title 
or the application it was created in. The search can be 
limited to a specific date range for Appointments and To 
Do entries, or limited to secret entries. The Search 
function selects all applications as a default setting for 
the search, but you can deselect applications as de- 
sired. When the search is completed, entries that match 
the search criteria are assigned to the Search folder in 
Filer. 


use You cannot use the search function in the 
Spreadsheets application. 


To use the Search keyword function: 


7. From any application, touch SEARCH at the 
left. 


| @. SEARCH 


&] Only Entries Containing: 


Cenc eee 


C) Limit by Date Range: 


=] 


(Only for Appointment and To Do Entries) 
1) Only Secret Entries: 


From: [_ [_v{__] | 
| 

\[areo |ereral nour | 10.00 Data |NOTES|pocU | OUT 
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Enter the search keyword in the "Only Entries 
Containing" field. You can use up to 16 
characters (letters, numbers and symbols). 


Check the Limit by Date Range box to enter a 
search date range for Appointment and To Do 
entries. 


Check the Only Secret Entries box to limit the 
search to Secret Entries. 


Select the applications you want searched. 
All applications is the default selection. 


Touch Search. 

All entries that match the search criteria are 
assigned to the Search folder in Filer. The 
Search folder is displayed, and you can view 
its contents with Filer. 


In the application's Index View, it is also possible 
to use the Keyword Search function without 
touching SEARCH. See details in General 
Operations. 


The built-in Help feature is a convenient, on-line help 
and reference source. You can access Help at any time 
by pressing 2nd A. 


To use Help: 
7. Press 2ndA. 


HELP 


Select an item 
then touch Details], 


Applications and 
241i| accessories list 


How to switch calendar views 


How to make new entries Help item list 
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2. Select an application or accessory from the 
top list. 
The current application is initially selected. 


3. Select the Help item from the bottom list. 
Use the scroll bars to move through the list. 


When you complete your selection, touch 
Details. 


Touch Index to return to the previous display. 2 
Touch Cancel to exit the Help function. 


<“bools: 


Touching the Tools accessory produces the following 
display: 


Utilities 


PC Link Remote Clock Fax Log Terminal 


Prefereaces 

<< = > 
Opp Gt) 

Personal Memory Display Sound Start-up 

mmr = 

r—)* 

Sleep Secret Word List 


Utilities 
The communications utilities ensure your unit is 
much more than just a hand-held personal infor- 
mation manager. They make your unit a powerful 
management and communications tool that links 
you to your busy world through PC links, terminal 
mode, data transfers, faxes, etc. 
The utilities shown in the top half of the TOOLS 


display are: PC Link; Remote; Clock; Fax Log; and 


Terminal. Clock is described on page 87 in this 
chapter and other Tools utilities are described in 
chapter 7, "Optional Accessories". 


cs Terminal is described in the manual provided 
separately. 


Preferences 


Preferences let you configure your unit to suit your 
own personal requirements. 


Personal 


Personal lets you enter your personal information 
for use at start-up, when sending faxes, making 
letters, etc. 


To enter your personal information: 
7. Touch TOOLS and touch Personal twice. 


personal 
ower: (2d 
company: ( 
position: (i 


pone (sd 
Fax &: 
Address: 


2. Enter your own information for owner (your 
name), company, position, phone number, fax 
number and address. 


3. Touch Password to set the password. For 
more information on the password function, 
see p. 83. 


4. Touch Sign to enter your signature for use To check the memory: 


with the Make a Letter function in Documents. 1. Touch TOOLS and touch Memory twice. 
For more information on the signature 
function, see p. 173. allt 
5. When you complete your Personal entry, i ———— 
touch OK. eens. neces 
Holiday by Day: Notes: 
To Do: ; 188 Documents: 
Memory contact 2: Spreadsheets: 
The memory in your unit (1 MB) provides you with Communications: “ Add-on Software: oT 
a certain amount (approx. 665 KB) to store your 
entries and Add-on software. If you get close to 2. When you complete your memory check, 
using all the available memory, certain features touch Done. 


may not function. 

To avoid such problems, you should regularly 
check the available memory and free up space if 
necessary by deleting unwanted entries. 

The Memory function allows you to check the 
amount of memory available in the main unit. 


us + The Memory display might show a small amount 
of free memory available, but this may not be 
enough for some features to function. 
¢ If you set a value for Extra Workspace for 
Spreadsheets using the Setup menu (in Index — 
View), this is indicated by the gray shaded 
portion in the memory graph. 


Display sound 


The Tools Display accessory can be used to: The Tools Sound accessory is used to set Key 
« Adjust the contrast of the LCD display Sound and Alarm Sound. Key Sound is set on as 
« Adjust the touch panel display for best touch pen the default setting, so a beep sound is made each 
operation. time a key or touch button is pressed or the display 
is touched. Alarm Sound is off as a default setting, 
LCD contrast but if you set a schedule or daily alarm, it is 


The LCD contrast may sometimes require adjust- culo AUCAny AAmSaLOn: 


ment. For example, a setting that is good indoors : 
To change sound settings: 

may not be adequate when outside. 

o= + Youcan also adjust the LCD contrast directly at 7. Touch TOOLS and touch Sound twice. 

start-up. Turn the unit off, hold down the MENU 


key then press ON. 


« Press SPACE to go to Adjust Touch panel. 
For more information, see Quick Start. 2. Touch Key Sound to turn it on or off. 


Touch panel 3. Touch Alarm Sound to turn it on or off. 
¢ You must also set Daily alarms, see p. 90 or 


The touch panel should be adjusted to suit your 
Appointment alarms, see p. 125. 


style of writing, drawing and touching the display. 


For more information, see Quick Start. 
4. When you complete your settings, touch 


Done. 


Start-up 


Start-up lets you configure the start-up display to 
suit your own requirements. 


Start-up 
Start-up: ©On  Ooff 
(Cluse 


(CO Ask password at start-up 


(J Show |Owner’s Information: 


| 


The Start-up display can be used to set the 
following: 
¢ Start-up: Can be set to On, Off. 


¢ Picture: Globe is the default picture graphics. You 


can also touch User's Picture to make a graphic 
entry or load an entry through Scrapbook. 


« Ask password at start-up: Start-up display can be 


set to ask for a password at start-up, thus 
protecting all entries. You must first register a 
password by touching Password in TOOLS 
Personal. 


¢ Show Owner's Information: Start-up can be set to 
Show Owner's Information (increasing the 
chances of your unit being returned if it is lost). 
Your personal information must first be registered 
with TOOLS Personal, see p. 78. 


To display owner's information at start-up: 


1. 


2. 


Touch TOOLS and touch Start-up twice. 
Touch On to set Start-up to On. 


The start-up display picture will be the default 
Picture. To use a User's Picture, check the 
Use box and then touch User's Picture. You 
can then draw pictures or paste a picture 
from Scrapbook. 


You can check the Ask password at start-up 


box. For more information on the Secret 
Password function, see p. 83. 


5. Check the Show box, then touch the Owner's 


Information button. 
| Owner's Information | 


Select the Owner's Information to 
be used with: 


C Owner's Name 
DO Position 


(J Company 
CO Phone # 

0 Fax # 

OD Address 


Select the owner's information to be shown at 

start-up. When you complete your selection, 

touch OK. 

¢ Selecting the owner's information is only useful if 
you first use Tools Personal to enter your per- 
sonal information. 


Complete your Start-up display settings and 
touch OK. Your owner's information will now 
be shown at start-up. 


Sleep 


Sleep turns the unit off if there is no activity within 

a set time period. This extends the life of the 

operating batteries. 

- Default Sleep time period is 15 minutes. 

¢ Sleep function is disabled if the unit is powered 
by the optional AC Adaptor EA-23E or the 
CE-BK1 battery pack. 


To change the Sleep time period setting: 


Touch TOOLS and touch Sleep twice. 


Sleep 


Sleep after a | | mo minutes 


<Note> 
The Sleep feature is disabled whan 
powered by the optional AC adaptor, 


Use the touch pen to touch and drag the 
Sleep setting. Sleep time can be set to 1, 5, 
15 or 30 minutes. 


When you complete your setting, touch OK. 


Secret 3. Enter a password of up to seven characters 
using letters, numbers and symbols. 


The Secret function keeps your information secure 
ihe ¢ Choose your password carefully. We recommend 2 


(hidden) requiring a password that you specify. 
Entries marked as secret are hidden until the 
password is entered. Individual entries can be 
marked as secret, or you can simply prevent 
access to the entire machine by requiring a 
password each time the unit is turned on. Marking 
entries as secret has no effect until a password is 
registered. 


you use an easy to remember word. 

« Password recognizes uppercase and lowercase. 
For example: SECRET is different from Secret or 
secret. 


4, Touch Set to store the password. 


5. Touch OK. 


os If you forget your password, you will not be able to 
unlock your unit. To use the Secret function, you Marking entries as secret 
must delete the old password, and this will also 
delete all entries marked as secret. If you are 
worried you might forget your password, write it 
down and keep it in a safe place. 


You can mark any entry (except those in Scrap- 
book) as secret. 


To mark an entry as secret: 


To register a password: 1. Open the application and select the entry. 


1. Touch TOOLS and touch Personal twice. 2. Open the entry you want to mark as secret. 


ae VOUE Paso Ole 3. Touch EDIT and select "Secret Entry". 
Type inapassword: [___] An asterisk (+) appears in the top right corner to 
If you set a password, all secret entries indicate this is a secret entry. 


are hidden until you select "Untock’ in 
the Secret feature (TOOLS), 


ee —————————————————————————— 


c= lf your unit is locked to hide secret entries, an To change a secret entry to a normal entry: 
entry which has just been marked as secret will 
still be displayed until you select another entry. 
Once you leave the entry marked as secret, it will 
be hidden with all other secret entries. 


71. Unlock your unit with the procedure above. 


2. Display the secret entry you want to make 
normal. 


Accessing secret entries 
3. Touch EDIT and select "Normal Entry". 


ee meee as secret are not shown in any The asterisk disappears from the top right corner 
application Index, and they cannot be accessed by and the entry is no longer secret. 
any search method. To view secret entries, your 
unit must first be unlocked. Locking your unit 
To unlock the unit: When a password has been registered, even if you 
unlock your unit using the procedure above, it will 
7. Touch TOOLS and touch Secret twice. automatically lock itself each time you turn it off. 


This feature guards your secret entries in case you 
af forget to lock your unit, and remains in effect as 
hfe long as a password is registered. 


easy 


‘Lock’: hides all secret entries until you 
select ‘Unlock’, 


To lock your unit: 
7. Touch TOOLS and touch Secret twice. 


"Unlock’: makes all secret entries accessible, 


2. Select Unlock and touch OK. 
2. Touch Lock and touch OK. 


3. Enter your password and touch Unlock. A is displayed to indicate your unit is locked. 
The "Unlocked!" message is displayed. 


Changing the password If you forget your password 


To register a new password, you must first enter If you forget your password, to use the Secret 
the current password, then enter the new pass- function again you must delete all entries marked 
word. To delete the current password, leave the secret. 


new password field blank. 
To delete all secret entries: 


To change your password: 1. Touch TOOLS and touch Secret twice. 


1. Touch TOOLS and touch Personal twice. 


2. Touch Delete Secret Data. 
2. Touch Password. 


Eales war penser: (=e 3. Touch Yes to confirm deletion of all secret 


New password: — entries. 


If you want to delete your passward, 


please leave the new password field You will now be able to enter a new password. 


blank, 
c= If you set the Start-up display to Ask password at 
3. Enter your current password and enter the Start-up, and then forget your password, you wil 
new password. be required to do an All Reset operation, which 
will cause the loss of all data on your unit. (See p. 
219 for details). 


Leave New password blank if deleting the current 
password. 


4. Touch Set. 


5. Touch OK. 
If you delete the current password, a message 
indicates that your unit is unlocked. Entries marked 
as secret are unprotected until a new password is 
registered. 


Word List 


You may find that you must enter the same word 
many times, for example in lists, or you may need 
to write several memos or letters on the same 
topic. The WORD key lets you easily insert words, 
numbers, or phrases (up to 32 characters long) in 
any entry with the press of a key. 


Word List entries 


The Word list has no default words, so you must 
first register your own words or phrases. 


To make Word list entries: 


Touch TOOLS and touch Word List twice. 
Word List (ctose }] 


Enter a word, phrase or numbers (up to 32 
characters) you want to recall with the WORD 
key. 


Touch OK. 

Repeat steps 2 and 3 to make other Word list 
entries. 

The entries are registered and sorted alphabeti- 
cally. 


When you complete your entries, touch 
Close. 
Using the WORD key: 


When entering or editing an entry, place the 
cursor where you want to enter a word. 


Press the WORD key. 
TRecanword (Cancel) fpecan]) 


Engineering requirenents 
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3. Select the word, phrase or number you want 
to insert. Use the scroll bar to move through 
the list. 


4. Touch Recall. The Word window closes and 
the word is inserted in the entry at the cursor 
position. 


*% — Instep 3 above, touching the word twice also 
inserts it into the entry. 


Editing a Word list entry 


You can edit any Word list entry using a similar 
procedure to making Word list entries, but instead 
of touching New in step 2 on page 86, touch the 
word you want to edit twice. 


Edit Word: 


Make any changes and then touch OK. 


Deleting Word list entries 


If you find you no longer need a particular Word list 
entry, it is easy to delete it from the Word list. 
Select the Word List entry in step 2 on page 86, 
press DEL, and then touch Yes to confirm. 


Clock is a built-in, dual-display clock that shows the 

current time and date in your Home City and the time 

and date in another World City. When Clock is selected 

from Tools, the clock remains displayed until another 

application is selected. 

You can choose from a built-in list of 212 cities. If you 

cannot find the city you require, you can make your own 

customized list of three User's Cities. Clock Home City 

time is used for all time-based operations. 

* Home City selection is described in the Quick Start 
section. A similar procedure is used for World City. 

¢ Daylight saving time (DST) is set as the default for all 
cities. You can change this setting for any city. 


Daylight Saving Time 


Cities that use daylight saving time (DST) normally 
set their time ahead one hour in the summer. 

If Uses DST is selected in either Change Home 
City or Change World City, and Summer is se- 
lected in World Clock display, the time will be 
advanced one hour. To disable DST, select Winter. 


World City 


World City display is very handy for international 
phone calls and overseas travel. Once you make 
your selection, World City time and date are 
automatically calculated from the time difference to 
your Home City. 


To select your World City: 


1. 


Touch TOOLS and then touch Clock twice. 
London, UK is the default World City. 


To select your own world city, touch the World 
City name button of the lower clock. 


If World City has been set before, a list of the last 
six cities selected will be displayed. 


3. 


Select your World City. 
If the city you want is not on the list, touch More 
Cities and another list will appear. 


| Change World City Select 
} Coun 
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The first three cities are User's Cities you can 
specify. The rest of the list is in alphabetical order 
by country and by city. 


Use the scroll bar to find your world city, then 
touch and highlight it. As a shortcut, enter the 
first letter of the country, e.g. enter U for 
United Kingdom. 

As a default setting, Uses DST is set to on for all 
cities. If your world city doesn't use daylight saving 
time, touch the box to turn it off. 


5. Complete your World City Ehren then 


touch Select. 
World Clock is displayed with Home City time on 
the upper clock and World City time on the lower 
clock. 


(& (iia | [ee ie a) 
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\ Pires YORK sme | 
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6. lf DST is currently in use for your World City, 


select Summer. If DST is not currently in use, 


select Winter. 


User's City 


To use Cities that are not already listed, you can 
enter three cities of your own choice as User's 
Cities. These cities can then be selected as your 
Home City or World City. 


To enter User's Cities: 
1. Touch TOOLS and then touch Clock twice. 


2. Touch deme S at the top of the Clock display. 


Set User's Cities (Cancel) (_ OK (_ox } 
User'sCity1 City: 
[KlUsesDST Country: 
GMT Al: hours 
User's City 2 City: 


{K]UsesDST Country: 
GMT#-: [0 | hours 

User'sCity3 — City: 

UsesDST Country: 
GMT#-: [0 | hours 


New York, USA is set as the default User's City 1. 


3. Enter User's City names, countries and GMT 

values from the keyboard. 

¢ GMT value is the time difference between the 
User's City time and Greenwich Mean Time 
(international time reference). Enter a value from 
-11.5 to +12, with 0.5 hours precision. 

¢ Uses DST is the default setting. If the city doesn't 
use DST, touch the box to deselect it. 


4. Complete your User's City settings, then 
touch OK. 
You can now select a User's City as Home or 
World City. 


Setiing daily alarms 


Daily alarms are set like a regular alarm clock and 
sound even if your unit is turned off. You can set up 
to seven daily alarms (and these are separate from 
Activities alarms). This is handy when you need to 
quickly set a wake-up alarm, but do not want to 
make an Activities entry. 


To set daily alarms: 


1. 


2. 


Touch TOOLS and then touch Clock twice. 


Touch ALARM at the aa of the Clock display. 


fe or Alarn 3! pon 


‘|Daily Alara 7; 
Daily Alarm !: 


Touch and highlight the alarm you want to 
set. 

¢ Touch the Set box (a cross appears). 

¢ Touch ¢ to set the alarm time. 


4. When you complete your daily alarm settings, 
touch OK. 


4\ appears at the top right of the display to show 
that alarms will sound at the set alarm times. 


When an alarm sounds: 


< Daily Alarm > 


Press [ON] to step the 
alarm, 


* Press ON to stop the alarm. 
¢ After turning off the alarm, press CANCEL to go 
back to the previous screen. 
¢ Alarms turn off automatically after 15 seconds. 
To remove a set alarm: 


1. Touch TOOLS and then touch Clock twice. 
2. Touch ALARM atthe top of the Clock display. 


3. Touch and highlight the set alarm you want to 
remove. 


4. Press DEL. 
The set alarm time disappears. 


5. When you complete your setting changes, 
touch OK. 


Disabling alarm sound 


Once you have set alarms, they will sound at the 
set times whether your unit is on or off. 4 at the 
top right of the display indicates if alarms are set. 
There may be times when you want to disable all 
set alarms. 


To disable alarm sound: 
71. Touch TOOLS and touch Sound twice. 


2. Touch the Alarm Sound box to disable the 
alarm sound for all of the alarms. 
4{ disappears from the top right of the display and 
all set alarms will no longer be heard. However, 
alarms will still be indicated on the display at the 
set time, even if your unit is turned off. 


c= Youcan enable and disable each alarm by 
touching the corresponding check box. Even if an 
alarm time is set, the alarm will not sound if the 
box is unchecked. 


You can install and manage add-on software and load 


PC files received via data transfer by touching MORE. 


Or you could convert a text file received by PC data 
transfer into a Documents entry. 
For full details of using MORE, see p. 197. 


The unit's Spreadsheets application is a sophisticated 
utility for managing financial, statistical and other 
numeric data in a flexible spreadsheet format. With its 
worksheets and editing features, Spreadsheets looks 
and feels similar to most of the popular spreadsheet 
programs currently available, so you can get used to it in 
no time. It even allows Spreadsheets data to be im- 
ported and exported between Microsoft Excel for 
compatibility with your home or office PC. 


Spreadsheets offers a comprehensive range of powerful 
built-in functions, as well as built-in worksheet templates. 
You can use these together to quickly and easily: 

¢ Create expense reports 

¢ Analyze budgets 

- Run a scenario analysis for forecasts 

¢ Tabulate, summarize and chart data for any purpose. 


For full details and instructions for using Spreadsheets, 
see the manual provided separately. 


ening-Applications:and:Accessories« 


To start using an application or accessory, touch the 
required touch button at the right or left side of the 


his section describes general operations display. Each time you touch a button, the selected 
that can be used with your unit. Contacts application or accessory will appear. | | 
and Scrapbook are normally used for ¢ Any application that is currently open on the display will 
examples of these operations. However, the be hidden when a new application is selected. | 
operations described can be applied to most ¢ You can return to any application at the exact point 


applications and accessories (which are described wiere Youre vominy teuenng aga: 


in detail elsewhere in this manual). For a full 
explanation of Contacts, see Section 5 Databases. 
For a full explanation of Scrapbook, see Section 2 
Desk Accessories. 


The tool bar across the top of the display has many Views/index 


common functions as follows: VIEWS/INDEX in the tool bar is used to select the 


VIEWS/INDEX display mode. Once an application is open, you 
VIEWS) LINDEX can use VIEWS/INDEX to switch display modes. 


Co Each display mode has its own unique variations, 
FILTER functions and purposes. 
SHOW Detail View 
Detail View allows you to see the details for an 
LINKS entry. 
A basic Detail View is available for Contacts, Data 
SET UP Files, Documents and Outlines. More advanced 
Detail Views are available for Activities, Notes and 
Filer. 
EDIT 
Index View 
LINK TO 


Index View shows a one line view for each entry, 


making it easier to find a eon entry. 
FILE IT - 


SEND 


oz Asmall pointer (""W") on the upper right of a tool 
bar item indicates a menu will be displayed if 
touched. 


To change Index/Detail View 4. Touch VIEWS and select an Index View from 


: eee the list. 
TQcnange te Chepay Meee orneuyuen For example: touch VIEWS and select "To Do 
7. Touch ACTIVITIES. Index". 
The display should now be similar to that shown 
2. Touch VIEWS in the tool bar at the top of the below. 
display. ———— __ 3 


3. Use the touch pen to select the Detail View 
from the list in the menu. 
For example, select "Weekly Graph". 
The display should now be similar to that shown 
below. 


Filter 


The Filter function lets you focus on entries that 

contain specific information. For example, you 

could recall all entries related to a particular 

company name. The Filter function does this by 

hiding all entries that do not match the filter 

criteria. 

¢ Only Filtered entries can then be viewed or 
edited. 

¢ The Filter function is available only for Appoint- 
ments, Contacts and Data Files. 


To turn on the filter for Appointments: 


1. 


2. 


Touch ACTIVITIES and select Index or Detail 
View of Appointments. 


Touch FILTER and select "Filter". 


Tun OnFiltter =O = 
Desertption [] | 


Secret 
Only 


Enter the filter keyword. 

¢ For Appointments the keyword must be in the 
description field. 

: If a block of text is selected before touching 
FILTER, the text will be automatically displayed 
as the filter description. 

¢ Check the "Secret Only" box to filter only secret 
entries (not displayed if the unit is locked). 


Touch Filter. 

Filtered entries that match your criteria can be 
viewed in Index View. 

A message indicates if no entries match your 
request. 


To turn on the filter for Contacts and Data Files: 


1. 


Open Contacts or Data Files in the Index or 
Detail View. 


Touch FILTER and select "Filter". 


| TurnOnFilter  () §efyc* 


Select any field and enter the filter keyword. 
¢ Check the "Secret Only" box to extract only 
secret entries (not displayed if the unit is locked.) 


Touch Filter. 

Filtered entries that match your criteria can be 
viewed in Index View. 

A message indicates if no entries match your 
request. 


= 


If Filtering is on and a new entry is made or an 
entry is transferred from another device, the entry 
is displayed even if it does not match the filter 
criteria. To filter the new entry, you must turn the 
Filter off and then back on. 


Turning the Filter off 


* 


To turn the Filter function off, touch the "Turn Off 
Filter" button at the bottom of the display. 

The "Turn Off Filter" button is movable. To move 
the button, touch the left side and drag it to the 
new location. 


Touch FILTER and select "Turn Off Filter". 


Deleting filtered entries 


The Filter function makes it possible to delete a 
group of entries related to a specific topic. This can 
be helpful if you finish a project with many related 
entries. You can save time by deleting a filtered 
group instead of deleting individual entries. 


In Contacts or Data Files: 


Turn on Filter and use a keyword to filter the 
entries you want to delete (an example may 


be a company name). 


Touch EDIT and select "Delete Group". 


Make your deletion selections, then check the 
"Filtered Entries Only" box. 


Touch Delete and then touch Yes to confirm 
the deletion. 


In Appointments: 

Turn on Filter and use a keyword to filter the 
entries you want to delete (an example may 
be a company name). 

Touch EDIT and select "Delete Group". 


Touch Delete and then touch Yes to confirm 
the deletion. 


Show 


The Show function is available with Activities, 
Documents, Outlines, Spreadsheets and 
Scrapbook. Show has the following special 
functions: | 
¢ Activities: 
Today, A Specific Date, Labels 
* Documents: 
Show/Hide Ruler, Show/Hide Special Symbols, 
Print Preview, Header, Footer 
¢ Outlines: 
Show 1 Line Topics/Full Topics, Expand/Collapse 
Subtopics (2nd E), Expand Family, Collapse All 
* Spreadsheets: 
Show/Hide Gridlines, Show/Hide Formulas, 
Show/Hide Column/Row Labels, Show Full 
Screen, Show/Hide 10-Key Pad 
¢ Scrapbook: 
First Entry, Last Entry 


These Show functions provide access to applica- 
tion-specific views, tools and functions. For more 
information, see the related section. 


Set Up 


The Set Up function is available for Activities, 
Contacts, Data Files and Notes. Set Up allows you 
to change the configuration of the applications as 
follows: 


Activities 
‘Activities Setup === (Cancel) (_OK_] 
Detault View: 


Date Format: 


@ MonthiDay?Year ' 
© Day.Month, Year 


Month Format: 


@ Sunday - Saturday 
© Monday - Sunday 


Use Set Up to select the following: 
Default View 

Day, Week or Month 
Date Format 

Month/Day/Year or Day. Month. Year 
Month Format 

Sunday-Saturday or Monday-Sunday 


Contacts/Data Files 


Use Set Up to select the following: 
File Name 

Enter the file name and number of fields 
Field Name 

View and change field names and field types 


(Text or Picture). Note that if you change a field 
type, current field data will be permanently 
deleted. 

Index Form 
Select three fields for the Index view and set the 
column width of these fields. 


Notes 
Notes Setup 


When you lift the pen (after delay), the last drawing: 
@ will not be selected (you can continue to draw) 
© will be selected (you can manipulate drawing) 
© will be reduced by 75% and then selected 
O will be reduced by 50% and then selected 
O will be reduced to fit between grid lines 

but will not be selected 

Pen thickness (before reduction): 

@ Thick © Thin 


8 144 «172 «1 2 
(] i] i] ' 
meld Slog "oma" ang hl in seconds 


Delay: 


Use Set Up to select: 
The last drawing action, Pen thickness and 
Drawing delay. Drawing delay is the time period 
that separates different drawing actions. 


Edit 


The EDIT function in the tool bar is available for all 
applications, Filer and Scrapbook. The EDIT 

function includes: 

¢ New Entry 

¢ Revert To Saved 
¢ Delete Entry/Group 


¢ Cut/Copy/Paste 
¢ Secret/Normal Entry 


New Entry 


The EDIT New Entry function creates new entries 
in applications, Scrapbook and Filer, as follows: 


Activities: New Appointment, New Birthday/ 
Ann, New Holiday, New To Do 

Contacts: New Business, New Contact 2, 
New Contact 3 

Data Files: | New Data File 1, New Data File 2, 
New Data File 3 

Notes: New Note, Topic Title 

Documents: New Document, New Copy, Docu- 
ment Title 

Outlines: New Outline, New Topic 

Spreadsheets: New Worksheet, New Chart, 
Worksheet Title 

Scrapbook: New Entry 

Filer: New Assigned Entry, Folder Name 
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Revert to Saved 
Revert to Saved cancels all changes and reverts 
to the original saved copy of an entry. 

Delete Entry/Group 


Described later in this section, see p. 109. 


Cut/Copy/Paste 


Described later in this section, see p. 109. 


Secret/Normal Entry 


The Secret/Normal function is used to designate 
an entry as Secret or Normal. Secret entries are 
protected by the password function and cannot be 
listed or viewed unless the unit has been unlocked 
with the password. Scrapbook data cannot be 
made into secret data. For more information, see 
Secret in Section 2 Desk Accessories. 


Link To 


The Link To function is a feature that allows entries 

in different applications to be linked together. This 

helps you to better manage your information and 

projects. 

¢ Link To lets you link any entries to Contacts or 
Data Files entries. 

¢ The Link To function is available for all applica- 
tions. 


Links 


Contacts and Data Files also have a separate 
LINKS feature in the tool bar. Links provides 
Contacts and Data Files with the following func- 
tions: 

¢ Show/Hide Linked Entry 

¢ New Linked Entry 

« Link by Searching 

¢ Break Link 

¢ Break All Links 

The Links functions are used within Contacts and 
Data Files to establish and manage links to other 
application entries. For more information on Links, 
see p. 144. 


File it 


The File It function is used to file an entry with 
Filer. This allows the entry to be sorted by subject 
instead of by entry type. For more information, see 
Filer in Section 2 Desk Accessories. 


Send 


The Send function is used to send entries to other 
units or devices such as printers. Entries can 
either be sent directly by built-in infrared transmis- 
sion or via optional cable. Some entries can also 
be sent by fax using the optional Fax/Modem CE- 
_ FM4. For more information see Section 7 Optional 
Accessories. 


Send functions include: 

Unit to Unit 
Available for all applications, Scrapbook and 
Filer. 

Print 
Available for all applications (except for 
Spreadsheets), Scrapbook and Filer. 

Fax 
Available for Notes, Documents, Scrapbook and 
Filer. 


The rest of this section explains general editing tech- 
niques used to make a new entry or to edit an existing 
entry in any application. Notes has additional features 
for working with text, see Section 6 Writing and Letters. 


Fields 


Many applications divide the display into field 
boxes. The types and number of fields vary for 
each application. The different field types include: 
text, date, time, picture and special fields. Contacts 
and Data Files let you define the number, type and 
names of fields, see p. 153. 


You can enter any character into a text field: 

¢ Text field size is limited only by the size of the 
entry. Text fields automatically adjust size to 
accommodate the number of lines entered. 

« Dates entered in date fields should use the 
format in Activities Setup (MM/DD/YYYY or 
DD.MM.YYYY). For example, with MM/DD/YYYY 
you would enter 06231997 for June 23, 1997. 

¢ Times are entered in time fields using the format 
used in Clock (12 hour or 24 hour). For example, 
with 12 hour format, for 9:00 AM, you would enter 
O900A (Enter A for AM or P for PM). 

¢ For Contacts and Data Files, you can setup fields 
as picture fields. Pictures can be pasted from 
Scrapbook, Notes, Spreadsheets, or created and 
edited directly from the field. 
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Resume 


While you are creating an entry, if you move to 
another application or turn the unit off before the 
entry is stored, your data will not be lost. When 
you return to the application previously used, or 
turn the unit back on, operation resumes at its 
most recent state. 


Cursor 


¢ The unit uses permanent insertion mode for all 
entries (except time and date fields). 

¢ There is a blinking cursor in the Detail view of all 
applications except Notes. 

«In date and time fields, touch the box to make it 
bold and then select the date or time with $. You 
can also enter the date or time directly from the 
keyboard. 


Entering text 


Entering text from the keyboard is easy. The 
keyboard's QWERTY layout is similar to npn 
ers and computer keyboards. 


Letters 


Any standard letter (A to Z) can be entered by 
pressing the appropriate key. Letters are normally 
entered in lowercase. To enter uppercase letters, 
hold down either the <} key while pressing the 
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letter key(s), or press the CAPS key to lock the 
keyboard in the CAPS mode (the CAPS symbol is 
displayed and any letters entered will be in 
uppercase). To enter lowercase letters while in 
CAPS mode, hold down 4} while pressing the 
letter key. Press CAPS again to turn CAPS mode 
off. 


Numbers 


Number keys are located on the keyboard above 
the letter keys. These keys enter numbers regard- 
less of the CAPS mode. However, holding down <> 
and pressing a number key enters the symbol 
printed above that key. 


Symbols 


The symbols that appear in white above some 
keys can be entered directly from the keyboard by 
holding down <} and pressing the key. Other 
symbols are also available by pressing SMBL, see 
p. 112. 


Moving text with Drag and Drop 


(This function is available only in Activities, 
Contacts, Data Files and Documents.) 

Select the text by dragging with the touch pen so it 
is highlighted. Touch the highlighted text and drag 
the touch pen to the new location. Lift the touch 
pen and the highlighted text will move to the new 
location. 


Moving around the display Vioving between fields 


When working in an entry, the easiest way to move You can move the cursor directly to the next field 
the cursor on the display is to touch the location in an entry by touching the desired field name on 
with the touch pen. The cursor will immediately the display, or by pressing W or A. | 


move to the selected position. You can also move 
the cursor around the display with the cursor keys: 


<, >, V, A. This may sometimes be more conven- inserting text 


ient when you are working from the keyboard. For To insert new text in the middle of existing text, 
rapid cursor movement, hold the cursor key down. move the cursor to the correct position and begin 
Advanced cursor key combinations are also typing. Text is entered in insertion mode only; there 
available: is no overwrite mode. 
2nd < Move the cursor to the beginning of a line. 
2nd» Move the cursor to the end of a line. Deleting text 
2nd 4 Move the cursor to the top of a field (or 
bottom of the previous field if already on If you make a mistake while entering text, delete 
the first line). the mistake with the following keys: 
2nd ¥_ Moves the cursor to the bottom of the field BS Deletes the character before (to 
(or top of the next field if already on the the left of) the cursor. 
last line). DEL Deletes the character after the 
cursor. 
4> DEL Deletes the entire line that the 
cursor is on. 
4> NEW Clears current field (except in 
Notes, Documents and Out- 
lines). 
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Biocks of text 


Working with blocks of text is easy. The first step is 

to select the text to work with: 

¢ Position the touch pen at the beginning of the 
required text and drag it to select and highlight 
(reverse) the text. Lift the pen to complete your 
selection. 


LIER ms! 4 
a —_—r a = 


01-555-1231 


sae rrermnrerecsacenteranseceteebenns caeseetee tse becaeestoebbebetstbeneeers peomer Er eeneEeses Cate | 


¢ If text is selected, any new text that is entered will 
replace the selected text. 


Deleting blocks of text 


To delete blocks of text, touch and drag to select 
the text block, and then press BS or DEL. 


Cut, Copy and Paste 


The Cut, Copy and Paste functions can be used 
for moving or copying blocks of text. For more 
information, see p. 109. 
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Scroll bars 


If a field contains more information than can be 
displayed, scroll bars can be used to move through 
the information. Many displays have vertical scroll 
bars. Some also have horizontal scroll bars that 
work in a similar manner. 


Index View 


Scroll display one line up. 
Scroll display one line down. 


Scroll up display page. 
Scroll display by dragging. 


Scroll down display page. 


Detail View 


Scroll display one line up. 
Scroll display one line down. 


Scroll up display page. 
Scroll display by dragging. 


Scroll down display page. 


Change display font size (Zoom). 


Display previous entry. 


Display next entry. 


«Hinding Specific:E. 


atries: 


There are many ways to locate entries and information: 
¢ Index View 

¢ Keyword search 

¢ Global search 

¢ Using Filer 

- By Date 


index View 


The tool bar across the top of the display normally 
offers a choice of Detail View or Index View for 
viewing entries. Index View lets you view a list of 
entry titles for an application. 


To use Index View to find entries: 


1. 


Zz. 


Touch the desired application key. 


Touch INDEX or touch VIEW and select 

INDEX. 

- Touch the tab for the entry as required. 

¢ If the Index is full and the desired entry is not 
displayed, use the scroll bars to move through 
the list. 


When the desired entry is displayed, touch 
the entry to select it, and then press ENTER 
to see the entry in detail. 


* You can also touch the entry twice to see details. 
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Keyword Search 4, 


Keyword search lets you search for entries 
containing a particular keyword. The keyword does 
not distinguish between uppercase and lowercase, 
and can contain up to 16 characters (letters, 
numbers and symbols). 


os You cannot search for entries in the Spreadsheets 
application using keyword search. 

To use the keyword search: 

1. Select the Index View of an application. 

2. Press 2nd then F. 


A Search window will appear. This window varies 
according to the application. 


3. Enter the es since from the keyboard. 


B 19,1897 |"S:00; : 
{i02004] Seareh tor 
= 


For Contacts and Data Files, select "Field 1 
Only" to restrict the search to the Field 1 as 
required. 


| | to:[  s—s—=idYdSé 


co ea 


For Documents and Outlines, select "Title 
Only" to restrict the search to the Title as 
required. 


Search for: ——| 


| Oats 
Touch Search to ct the search. 
esliglele Edn Babs : 


(aCe D Alarm: 
mea OOO OOO 


Meeting 


Touch Prev or Next to go to other entries contain- 
ing the keyword. 


6. 


You can change the search criteria during a 
search by touching "Search for" and changing the 
keyword. 

The search window is movable. To move the 
window, touch the top left corner and drag it to the 
new location. 


Touch Done to close the keyword search. 


Global Search 


The global Search function lets you search any or 
all applications for a keyword. All entries found to 
contain the keyword are assigned to the Search 
folder in Filer. You can use Filer to examine these 
entries. For more information on Search, see 
Section 2 Desk Accessories. 


You cannot search for entries in the Spreadsheets 
using global search. 


To use the global Search function: 


3 


Z. 


Touch SEARCH at the left of the display. 


Enter the keyword in the "Only Entries 

Containing" field. 

* Select "Limit by Date Range" and enter From 
and To dates to restrict the search to a date 
range for Appointments and To Do. 


¢ Select "Only Secret Entries" to limit the search to 
secret entries. When the unit is locked, "Only 
Secret Entries" is not displayed. 

[fa search = =—S—~«~«~«*«éCanced) Search 

|  & OnlyEntries Containing: 


C) Limit by Date Range: 
(Only for Appointment and To Do Entries) 


From: [_/[_(__] 
To: [| [ve] 


L) Only Secret Entries: 


| 

APPO | BIRTH) HOLT | 1000 |CON DATA |NOTES/DOCU [OUT 
INT |DAY DAY TACTS| FILES MENTS| LINES 
eiciaiele 
lolaly|e|s Snel 


All applications are selected for the search by 
default. Deselect applications that are not 
required. 


Touch Search to begin the search. 

- After the search, the Search folder contents are 
shown in Index View. 

- To see the details of any entry in the Search 
folder, touch the entry twice. To return to the 
Search folder, touch FILER at the left of the 
display. 
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Using Filer 


Filer lets you group entries by subject. For exam- 
ple, all entries relating to a particular project could 
be assigned to a single Filer folder, making it easy 
to open one or more of the entries when neces- 
sary. Entries can be grouped regardless of the 
application they were created in, and entries can 
belong to more than one folder. For more informa- 
tion on Filer, see Section 2 Desk Accessories. 


By Date 


Activities calendar views let you find information by 
date. 


To use the calender views: 
1. Touch ACTIVITIES. 


2. Touch VIEWS and select the desired view 
(Year, Month, Week, Weekly Graph or Day). 


3. Locate the entry you require, then use 
VIEWS Details to view the entry. 


Single entries can be deleted by two methods: either 
from the keyboard or using the tool bar EDIT function. 
Group entries can be deleted using the EDIT Delete 
Group function. This function lets you specify the group 
of entries to be deleted from pop-up menus. 

Deleting single entries from the keyboard 


1. Open the required application. 
2. Select the entry in Index View. 
3. Press DEL on the keyboard. 


4. Touch Yes to confirm the deletion. 
% Press YorN. 


Deleting single entries 
The EDIT Delete Entry function in the tool bar can 
be used to delete single entries. 

To delete single entries: 

71. Open the required application. 


2. Select the entry in Index View or display it in 
Detail View. 


3. Touch EDIT and select "Delete Entry". The Cut, Copy and Paste functions are available under 


The EDIT menu may also offer Delete Note, EDIT in the tool bar. These functions let you move or 
Delete Document, Delete Outline or Delete copy blocks of text or completed entries: 

Worksheet. These options all have a similar affect Cut Moves the selected text or entry to the clip- 
to Delete Entry. board. (Clipboard contents are replaced.) 


4. Touch Yes to confirm the deletion. Copy Copies the selected text or entry to the clip- 3. 


board. (Clipboard contents are replaced). 
Paste Inserts the current clipboard contents at the 
cursor. 


Deleting group entries 


The EDIT Delete Group function in the tool bar 
provides considerable flexibility when deleting Copying or moving blocks of text 


group entries. You can Cut, Copy and Paste blocks of text and 


To delete groups of entries: selected areas of graphics. Text or graphics that 
are cut or copied are stored on the unit clipboard. 


1. Open the desired application. Only one block of text or graphics can be stored in 


2. Touch EDIT and select "Delete Group". the clipboard at a time, and it will remain there until 
new text or graphics is cut or copied. You can 
3. Use the pop-up menus to make your group paste text or graphics from the clipboard as many 
selection. times as you wish. 


Detete Group (Cancel) § 
, Oetete: | 


All 
All 
ta Contact 1 

“=! ia Contact 2 

ta Contact 3 


4. Touch Delete to begin the group deletion. 


Touch Yes to confirm the deletion. 
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To copy or move blocks of text: 


1. 


2. 


Display an entry in Detail View. 
Drag the touch pen to select the text. 


To move blocks of text, touch EDIT and select 
"Cut" (or press 2nd X). 

To copy blocks of text, touch EDIT and select 
"Copy" (or press 2nd C). 

The text is copied to the clipboard. 


Move the cursor to the location where you 
want to place the text, in the same or another 
entry. 


Touch EDIT and select "Paste" (or press 2nd 
V). : 

The text is now moved or copied to the new 
location. 


Text that is highlighted before a Paste is com- 
pletely replaced by the pasted text. 

Only numbers and operators can be pasted to 
Calculator (text that is pasted is ignored). 


Copying or moving entries 


The Cut, Copy and Paste functions also provide a 
convenient way to copy or move entire entries to 
other applications. The entries do not have to be in 
the same file or the same application. 

However, graphic entries can only be copied or 
moved within Scrapbook or to picture fields in a 
Contacts or Data Files entry, or to a Documents 
entry or the start-up display. Pasting graphics 
entries to any other location will only display 
"«PICTURE»". 


To copy or move an entry: 


1. 


Display the entry you want to copy or move in 
Index View. 


To move the entry, touch EDIT and select 
"Cut". Touch Yes to confirm the deletion. 
To copy the entry, touch EDIT and select "Copy". 


Select the destination application. 
(You can also append to an existing entry. In 
Detail View, select the required position.) 


Touch EDIT and select "Paste". 


The entry is now moved or copied to the new 
location. Make any necessary changes to the 
moved/copied entry. 


¢ In Outlines Detail View, to copy or move an entire 
outline, you must select the title. If you select a 
topic, only that topic and subtopics are copied. 

¢ Only text data is pasted from a Documents entry 
to another application. Formatting is not copied, 
even if pasted within another Documents entry. If 
the entry is pasted into Documents and the 
original entry includes a tab, subsequent text will 
be pasted, but for other applications subsequent 
text will not be pasted. 

¢ Once you have cut or copied something, do not 
attempt to drag and drop another item until you 
have pasted the first one. If you do so, the first 
item will be lost. 


The Time Stamp and Date Stamp functions let you 
insert the current time and/or date into your data so that 
in the future you can verify when important events 
occurred. 

¢ Time Stamp can be used by pressing 2nd T. 


¢ Date Stamp can be used by pressing 2nd D. 


maAgyesy 


Date: 2/ 5/1897 
i] Time: 1288 
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The symbols menu is a single-page menu display 
containing 140 symbols and accent characters (such as 
¥, G, U, and [). These symbols and characters can be 
easily selected and inserted at the cursor when entering 
data or editing an entry. 


To insert a symbol: 


1. Move the cursor to the position where you 
want to insert a symbol or special character. 


2. Press SMBL on the keyboard. 
The Symbol menu appears. 


Me lealeolalalalals|* 
>jéielaléelalalriglale|* 
3 ju} stata. 


Touch the symbol you require on the menu. 
The symbol menu closes and the selected 
character is entered at the cursor position. 


If the symbol you selected is an accent mark 
(*,°, 7,7, 7, ° or _), type the letter you want 
to enter with that accent mark. Only certain 
letters can be combined with each accent 
mark. 


When printing, some symbols and characters may 
not print correctly (depending on the capabilities of 
your printer). Consult your printer manual. 


he Activities application helps you to 
structure and manage your busy 
schedule. There are four activity types; 


Appointment, Birthday/Ann, Holiday and To Do. 


Activities has five different calendar views, each 
with a convenient, easy-to-use form. This chapter 
shows you how to make the time management 
features work best for you. 


The Calendar views provide an overview of all your 
different Activities. (Appointment, To Do tasks, Birthdays/ 
Anniversaries, and Holidays.) 


Calendar views have two major roles: 


¢ They provide a handy, accurate calendar that can show 
you any month from January 1901 to December 2099. 


¢ They allow you to track and manage Appointments, 
Birthdays, Anniversaries, Holidays and To Do tasks. 


Calendar view format 


You can use the Activities Setup display to change 
the default calendar view to the one you find most 


convenient. You can change three settings: 

¢ Default View 
Day is the initial default view. Select the default 
view from: Day, Week or Month. 

¢ Date Format 


Month/Day/Year is the initial default date format. 
Select from: Month/Day/Year or Day.Month. Year. 


This date format is used for all time-based 
operations. 
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¢ Month Format 
Sunday-Saturday is the initial default month 
format. Select from: Sunday-Saturday or Mon- 
day-Sunday. This setting is used for calendar 
views. 


Changing Activities Setup 
To change the Activities Setup: 
1. 


Default View: Day >} 


Date Format: 


@ Month!Day! Year 
© Day.Month. Year 


Month Format: 


© Sunday - Saturday 
© Monday - Sunday 


2. Make any desired changes. 


3. When you complete your set up, touch OK. 
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Calendar views 
Day view 


The Day view is convenient for viewing all activities 
on a single day. It can be accessed directly from 
the Month, Week or Weekly Graph views by 
touching a date twice. 


A Month calendar is displayedin = The To Do list for the day is shown 
the upper left for reference. Touch _ in the upper right. Use the scroll 

a day in this Calendar to see the bars to move through the list. 
activities for that day. 


= Se Se 1 atlecal ach , 
a Fylhe 52078 
F 1597] .WEONESDAY FEBRUARY 5, 1997 
= mT uWT FS |(_]:1 Sales report = 


iBrian’s Birthday 


ae cotteeraterecbenesenertrren surnens boner sented Oy $oene sewereoeeeets seers renee nes 


2008 » 10:008;Go to head office 


A Birthday/Ann, Holiday and The appointments line graph for the 
Appointment list is shown at the day is shown across the center. 
bottom of the display. Use the Touch <] to display earlier 

scroll bars to move through the appointment and } to display later 


list. Touch an entry twice to see its appointment. Shaded portions 
details or to make changes. indicate appointments, black 
portions indicate conflicts. 


¢ You can step through days by pressing PREV 
and NEXT. 

¢ To record an appointment, drag the pen over the 
time bar (from start time to end time). When you 
lift the pen, a new appointment entry is opened 
with start and end times filled. 


c= If your unit is very low on available memory, To Do 
entries may not be correctly displayed in the Day 
view. A message will indicate this. Delete un- 
wanted data, then select the Day view again. 


Year view 


¢ Year view provides an overview of all months in a 
year. Note that no activities are indicated in this 
view. 

¢ Press PREV or NEXT to see the previous or next 


year. 


¢ Touch any month twice within the selected year 


and the view changes to the selected month. 


Month view 


i 2/33 
1 | SuN {| MON | TUE | WED | THU | FRI | 
p. Bs as : 


F- Monthly goals 


Today's date has 
a bold border. 


¢ Appointments are indicated on dates with dots 


(*). 


A top dot indicates an Early appointment (00:00 


AM to 11:59 AM), a middle dot indicates a Day 
time appointment (12:00 PM to 05:59 PM) and 


a 


bottom dot indicates a Night appointment (06:00 


PM to 11:59 PM). 

¢ Birthday/Ann and Holiday entries are indicated 
with & and ¥. 

¢ ! indicates a To Do entry is due on that date. 
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¢ If you touch the Monthly Goal list (if displayed), 
the To Do Index is displayed. 

« You can step sequentially through different 
months by pressing PREV or NEXT. 

¢ The drawing tools (pencil, eraser, and clear all) at 
the left of the Month calendar let you make 
handwritten comments directly on the calendar. 

* Touch [-f,] after completing your hand-written 
entry to return the Month calendar to the normal 
mode. 


To write and draw on the Month calendar view: 


1. InActivities, touch VIEWS and select 
"Month". 


Be or 39/933 
f FRI SAT 


2. Press PREV and NEXT to select the desired 
Month calendar view. 
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Use the pencil tool to write directly on the 
Month view. Use the eraser tool to remove 
unwanted drawings. Use the clear all tool to 
delete all clawing: 2 on this en 


FEBRUARY 1997 


| Tue _|_WED | 


When you complete your entry, press 
ENTER. 


Week view 
Week view shows your Activities events over a 
one-week period. To open the Week view, touch 
VIEWS and select "Week". 


O Toul € Eq & 
ae eaThre lee FRET) SEND 12548 
bons WEEK OF FESRUARY ee é = FEB 6,1997 


MOHDAY FEB 3,1997 
93 BOR~ Sales ae 


eee FEB 7, 1997 


— | FEB 4,1997]| ~*°°=* S** Pe | 
[* oR [SATURDAY FEB 8, 1997] 


FEB 9,197 
th Be 


secant 


Selected date is highlighted. 


¢ Press PREV or NEXT to display the preceding or 


following weeks. 
¢ You can go to the Day view by touching a date 


twice. 


Weekly Graph 
The Weekly Graph view shows your appointments 
as line graphs over a one-week period. This lets 
you check for free time at a glance, and helps 
avoid conflicts. 


Appointment times are indicated using 5-minute blocks. 


itll) RESORTS] ie 


_ WEEK OF FEBRUSRY 3, 1997 


1088 12 


P| ara ii. oe 
a BEg LH 


Black portions indicate you have a conflict 
(more than one appointment in that period). 


Shaded portions indicate times when you have appointments 
or other commitments. 


¢ Touch Early or Night to see earlier or later 
appointments. Press PREV or NEXT to display 
the preceding or following weeks. 

¢ You can change to a Day view by touching the 
day twice. 

¢ To record an appointment, drag the pen over the 
time bar (from start time to end time) for the 


desired day. 


117 


118 


Accessing entries using calendar views 


Appointment, Birthday/Ann, Holiday and To Do 

entries can be accessed from the Day view. 

* Overdue (due date has passed) To Do entries are 
always shown on Today's date. 

¢ Monthly goals can only be accessed from the 
Month view. 


In the Day view: 


1. Select the desired entry. 


2. Touch VIEWS and select "Details" to 
examine the entry. 


%  Youcan also touch the entry twice to view the 
details. 


Selecting a date 


In any calendar view you can scroll to the previous 
or next time period (day, week, month or year) by 
pressing PREV or NEXT. 


Show A Specific Date 


Another convenient way of selecting a date is to 
touch SHOW and select "A Specific Date". 


To show a Specific Date: 


1. In Activities, select any calendar view. 


2. Touch SHOW and select "A eee Date". 


3. Enter the date you require. Touch each date 
field box, then use ¢ to select a date, or enter 
directly from the keyboard. 


4. Tomove to the selected date, touch Go. 


Appointments lets you enter meetings, conferences, Making an Appointment entry 
parties and other important events. You can also set 
alarms to warn you of an impending appointment. This 
makes it easy to organize your day and always get to 
appointments on time. Appointment entries are indicated 
in the Month view by a dot to the right of the date. 


Example: Enter "Staff meeting" to be held from 
8:30 a.m. to 11:30 a.m. on February 11, 
1997. 


To make the Appointment entry: 


Making new Appointment entries 1. In acalendar view (day, week, weekly graph 4 
Appointment entries have four components: date, se pris select the required date (February 


time, alarm and description. When you touch EDIT 
and select "New Appointment", there are four 
basic steps to making new entries: 2. Touch EDIT and select "New Appointment". 
¢ Select the date. 
The date selected in the calendar view is initially 
displayed in the Date field. To select another 
date, touch a date box so the border changes to 
bold, then use ¢ to change the date. 
¢ Enter the start and end time (optional). 
¢ Select Alarm if desired. The start time is the 
default alarm time. To select a different alarm 
time, touch the alarm time boxes, and then use 4 
to select the time. Previously selected date is entered. 
¢ You must enter a description for each entry. 3. Set the start and end times for the entry. 
Touch a time box, then use ¢ to select the 
time. Set the start time to 830 AM and set the 
end time to 1130 AM. (Enter A for AM or P for 
PM.) 
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Set the Alarm as required. Check the Alarm Finding entries 
box and the start time is selected as the 
default alarm time. 

Set the alarm time to 815 AM. 


You can find an Appointment entry using the 
Calendar views, the Index View or a keyword 
search. 


Enter Staff meeting as a description. Using calendar views 


You can access an Appointment entry directly from 


To complete your entry, press ENTER. the Day view by touching the required entry twice. 


Note that you can also create a new entry from 
the Day or Weekly Graph view by dragging the 
pen across the time bar. 71.  InActivities, touch VIEWS and select 
This simplifies the time entry as the start and end "Appointment Index". 

times are automatically entered for you. 


To find an entry using Index View: 


Dis 


Type: [Appointment Sotoy f 


Appointment entries are listed in 
chronological order. If you do not see the 
entry you are looking for, use the scroll bars 
to move through the list (or press PREV or 
NEXT) until you find it. 


2. 


Touch the entry twice to view the details. 


c= Pressing NEXT or PREV steps through entries in 


Detail View. 


Using keyword search 


If you cannot remember the date of an Appoint- 
ment entry, but you know a word that appears in 
the Description, you can locate the entry with a 
keyword search. For more information on keyword 
search, see p. 106. 


Using a keyword to find an Appointment entry: 


1. 


In the Appointment Index View, press 2nd 


then F. 
The Search box will automatically appear. 


Enter the search keyword then touch Search. 


The search function displays the first entry 
that contains the keyword. Touch Prev or 


Next to move to additional entries (if any) that 


contain the keyword. 


When you find the desired entry, or to exit the 


search function, touch Done. 


Editing Appointment entries 


You can easily change the time, date, or descrip- 
tion of an appointment. Cut, Copy and Paste can 
also be used to move appointments, see p. 110. 


To edit an Appointment entry: 
1. View the details of a particular entry. 


2. Touch any field and make the required 
changes. : 


3. When you complete your changes, press 
ENTER. 
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Deleting a single eniry 


You can delete a single Appointment entry or 
groups of entries. For an explanation of deleting 
filtered entries, see p. 97. 


Deleting a single entry: 


1. 


Select the entry in Index View or in Day view. 
(Alternatively, display the entry in Detail View.) 


Touch EDIT and select "Delete Entry’. 
Touch Yes to confirm the deletion. 
You can also delete a single Appointment entry by 


selecting it in Index View or Day view and pressing 
DEL. 


Deleting group entries 


You can delete groups of Appointment entries by 

choosing from Delete All entries or specifying a 

deletion period. 

¢ You cannot delete group entries if the unit is 
locked, see p. 84. 

¢ You must be in a calendar view which includes 
the period you want to delete. 

¢ Monday-Sunday is recognized as one week for 
deletion, even if the default format is Sunday- 
Saturday. 


To delete groups of Appointment entries: 


1. 


In Appointment Index or Detail View, touch 
EDIT and select "Delete Group". 


Touch the All button and select the deletion 
type from the pop-up menu: 

° All 

«in Selected Year 

«in Selected Month 

¢in Selected Week 

«in Selected Day 


Touch Delete. 


4. Touch Yes to confirm the deletion. ¢ Daily (Work Days Only): 
Repeats an appointment on consecutive work 


os You cannot delete groups of entries if your unit is days (from Monday to Friday) only. 
locked, see p. 84. ¢ Every Week: 
Repeats an appointment on the same day each 
% You can delete Appointment entries by selecting week 
them in any calendar view and pressing DEL. « Every Other Week: 
Repeats an appointment on the same day every 
two weeks. 4 
¢ Every Month (by Date): 
Making entries for recurring or extended Repeats an appointment on the same date each 
events | month. Events like "a meeting on the 10th of 
each month". 
The Appointment REPEAT function lets you copy + Every Month (by Day of Week): 


entries to other dates without having to make new 
individual entries. This is convenient for appoint- 
ments and meetings that are held regularly. 
Repeat can also make entries that span a few 
days or a few weeks, such as a business trip or 
vacation. | 
Appointments created with the Repeat function 
can be individually edited later, like any other entry. 
The REPEAT function has six different types of 
events: 
¢ Daily: 

Repeats an appointment on consecutive days. 


Repeats an appointment on the same day of 
each month, e.g. first Tuesday. 


os The REPEAT function cannot be used on entries 


that were originally created with the Repeat 
function. 
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Using the Appointment Repeat function 


Example: Enter a five-day vacation from March 5, 
1997. 


To use the Repeat function to enter a vacation: 


ti 
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From any calendar view, select the initial date 
for the entry (March 5, 1997). 


Touch EDIT and select "New Appointment". 
Enter Vacation as a description. 


Touch REPEAT in the top right of the display. 


Repeat This Entry 


Frequency. © Daily 

O Daily (Work Days Only) 

O Every Week 

O Every Other Week 

i Every Math 

© Every Month (by Date) 
m=! Last Day of Each Month 

© Every Month (by Day of Weak) 
=! Lact Week of Each Month 


MAR 5,1897 (WED) 


Lay 5)-(ise2] 


Check the box to repeat the entry on the 
same day of the last week each month. 
Check the box to repeat the entry on the last 
day of each month. 


Select Daily from the list of options. 


The entry date (MAR 5, 1997) is 
automatically entered as the From date. 
Select the final repeat date for the To field. 
Touch the day box, then touch A four times 
(or enter 03 09 1997 from the keyboard). 


Touch Repeat. 

Your five-day vacation is now stored. Select a 
calendar view to confirm your vacation has 
been entered. 


¢ To repeat an entry that has already been stored, 
display its details and then proceed from step 4. 

« Repeated data has [RPT] shown at the right in 
Index or Day view. 


Editing and Deleting Repeat Appointments 


When editing or deleting a Repeat Appointments 
entry, you can choose between repeating a single 
entry or all entries. 


Please note that the appointment date cannot be 
changed for a group of repeating entries. If you 
wish to change the date of all appointments, you 
must first delete them all and then recreate them. 


Appointment alarms 


Alarms can be set to remind you of appointments. 

* You can set an alarm for any Appointment entry 
that has a start time set. 

¢ If the unit is off when an alarm is due, the alarm 
will still sound. 

¢ After setting an event alarm, & appears in Index 
View. 


Touch the Alarm 
time box then 

3|| use & to select 
=| the time. 


=> ¢ To set an alarm for an entry that has already 
been stored, display the entry in Detail View, 
touch the Alarm check box and set the alarm 
time. 
¢ You can also set daily alarms in Clock, see p. 90. 


Clearing a set alarm 


To clear an alarm that has been set for an Appoint- 
ment entry, display the entry in Detail View, touch 
the Alarm box to deselect the Alarm, then press 
ENTER to save the change. You can also disable 
all set alarm sounds, see p. 80. 
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Birthday/Ann helps you keep track of annual events, 
such as anniversaries and birthdays. Birthday/Ann 
entries are indicated in the Month calendar view by &. 


Reminder function 


The Reminder function can be set to remind you of 

a birthday or anniversary. To set the Reminder 

function, check the Remind box and select On 

That Day or 7 Days before. Whenever you turn on 

your unit within the Reminder period, the start-up 

display will include a Birthday/Ann Reminder 

message. 

« When you no longer need a reminder, turn it off. 

¢ If the Birthday/Ann entry is secret, the reminder 
message shows only ***. Unlock the unit to see 
the reminder details. 


Making new entries in Birthday/Ann 


Example: Enter Joe's Birthday on May 17 and set 
the remind function for 7 Days before. 


To make a Birthday/Ann entry: 


In Activities, touch EDIT and select "New 
Birthday/Ann". 


ee |. (Es) 
$12 YER J Gist, p 


CO 
C (Qn That Day _~} 


Touch the date boxes, then use ¢ to enter 
May 17. Year is not required. 


Enter Joe's Birthday as a description. 


Touch the Remind check box and select "7 
Days before" from the pop-up menu. 


To complete the entry, press ENTER. 


Finding Birthday/Ann entries 


Birthday/Ann entries are stored in chronological 
order. 


You can find a Birthday/Ann entry using the 
calendar views, the Index View, or a keyword 
search. Use the same procedure described in 
"Finding Appointment entries". 


Editing and deleting entries 
Editing Birthday/Ann entries 


You can easily change the date or description of a 
Birthday/Ann entry. Use the same procedure 
described in "Editing Appointment entries". 


Deleting single entries: 


1. 


Select the entry in Index View or in Day view. 


(Alternatively, display the entry in Detail View.) 
Touch EDIT and select "Delete Entry". 
Touch Yes to confirm the deletion. 


In Index View or Day view, you can also delete 
single entries by pressing DEL in step 2 above. 


Deleting all Birthday/Ann entries: 


1. 


Z 


Touch EDIT and select "Delete Group". 


Check that the selection is "Birthday/Ann" 
and "All". 


Touch Delete. 
Touch Yes to confirm the deletion. 


You cannot delete groups of entries if the unit is 
locked, see p. 84. 
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Holiday helps you keep track of annual holidays. Holi- 2. Check that Yearly by Date is selected. 
days are indicated in calendar views by ¥. 

3. Touch the Date boxes, then use ¢ to select 1 
Making new entries 1 (month and day only, year is not required). 


There are two types of Holiday entries, those like 
New Year's Day that occur on a specific date every 
year (Yearly by Date), and those like Mother's Day 
that occur on a specific day (Yearly by Day). Yearly 5. To complete the entry, press ENTER. 
by Date is the default entry type. 


4. Enter New Year's Day as a description. 


Yearly by Day Holiday 


Yearly by Date Holiday Example: Enter "Mother's Day" on the second 
Example: Make a Holiday entry for New Year's Sunday in May. 
Day. 
Enter a new Yearly by Day Holiday: 
TOMmaKe a new vealry by Pate nolleay entry. 1. In Activities, touch EDIT and select "New 
1. In Activities, touch EDIT and select "New Holiday". 
Holiday’. 


Oye) PSeeress) ate 2. Seer roany 7 sale 
% Type: | . wie a ¥ 
1” || Date: Oo fe] 


@ YearlybyDate © Yearly by Day 


| 
Ono Ee] “35 Suna eae} ToE-2 MEDS | 


© YearlybyDate © Yearly by Day 
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3. Touch the Day boxes, then use ¢ to select 4. Touch VIEWS and select "Details". 
520 (Month/Week/Day of week). 


Day of week: SUN=0, MON=1, TUE=2, %* Touch the entry twice to examine details. 
WED=3, THU=4, FRIl=5, SAT=6 
If "5" is entered for week, the last week (4th or 5th) Using calendar views 
is always selected. | In calendar views, Holiday entries are indicated by 
"Last" is displayed in Index View. ¥. You can access Holiday entries from calendar 
views by touching the desired entry twice, see p. 
4, Enter Mother's Day as the description. 114. 


5. Tocomplete your entry, press ENTER. 
Editing and deleting entries 
Finding Holiday entries arnt trolley ontiige 
You can easily change the date or description of a 
Holiday entry. Use the same procedure described 
in "Editing Appointment entries". 


Holiday entries are stored in chronological order. 


To view details from the Index list: 


1. In Activities, touch VIEWS and select Deleting single entries: 
"Holiday Index". 71. Select the entry in Index View or in Day view. 


2. Touch the Yearly by Date or Yearly by Day 2. Touch EDIT and select "Delete Entry’. 
tabs to view the desired Holiday Index. 


3. Touch Yes to confirm the deletion. 
3. Touch an entry to select it. 


If the desired entry is not displayed, use the % — In Index View or Day view you can also delete 
scroll bars to find the entry (or press PREV or single entries by pressing DEL in step 2 above. 
NEXT). 
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Deleting all Holiday entries: 


1. 


In Index or Detail View, touch EDIT and 
select "Delete Group". 


Select Delete "Holiday", and "All", "in 
Holiday by Date" or "in Holiday by Day" 
from the pop-up menus. 

Touch Delete. 


Touch Yes to confirm the deletion. 


You cannot delete groups of entries if the unit is 
locked, see p. 84. 


To Do helps you meet deadlines and add structure and 
efficiency to your work. To Do lets you organize and 
track tasks and objectives, assign priority levels, and 
attach up to five labels to each entry so they can be 
grouped together. To Do entries are automatically 
categorized as To Be Done, Done or Monthly Goal. 
New To Do entries can have a due date, a description, 
and a priority level. The LABELS icon lets you define 
and assign labels that are used to manage tasks by 
project, personnel, etc. 
Display of To Do entries in calendar views differs 
according to the Due Date field contents, as follows: 
¢ Entries with no due date are shown on Today's date 
and are automatically carried forward each day until 
completed. 
¢ Entries with a due date (month, day and year) are 
shown only on that date. Once a To Do with a due date 
is "past due" it will also carry forward until completed. 
¢ Entries with a due date that has no day, but with a 
month and year, become Monthly Goals and appear in 
a box on the Month calendar view. 


Priority levels oa Note that from the Calendar views, the currently 
You can enter a number (0-9) or a letter (A-Z) in selected date will automatically be entered into the 
mee ae new To Do. From the To Do detail view or Index 
the priority field to indicate the task importance. ; 
ae view, no due date will be entered. 
¢ Numbers have higher priority than letters. 


¢ Do not use symbols or accented characters. — 
- Even though a lowercase letter has been en- 2. Use the cursor keys to move to the Priority 
field and enter 1. 


tered, it will be saved as uppercase. 


3. Use the cursor keys to move to the 
description field and enter Prepare Alpha 


Making a new To Do entry 
project proposal for John as a description. 


Example: Enter "Prepare Alpha project proposal 
aS 4. Tocomplete your entry, press ENTER. 
To make a To Do entry: 


71. From the Day view, touch EDIT and select 
"New To Do". 


% Press 2nd then NEW. 


c= Thedate and priority fields are optional. 


v= = gs 


bey || Type: eS) 
he jove Date: [2]/[6]/(1997] 


/Priority: [] CDone 


yr | 
re ; 


qe Il 
@ : 
! 
‘ 
1 
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Entering a Monthly Goal Finding To Do entries 


If you enter only the month and year for the Due Index View shows To Do entries sorted by date or 
Date (with no day), the entry becomes a Monthly priority. The default setting is Sort by Date. If you 
Goal and is displayed in the Monthly Goal list of select Sort by Priority, entries with a set priority are 
the Month calendar view. displayed first (in order of number, then letter), 
Example: You must read a manuscript by the end followed by entries with no assigned priority. 

of February. You can select Sort by Priority to display an index 

sorted by priority. Select Sort by Date to return to 
To make a Monthly Goal entry: the index sorted by date. 


1. Touch EDIT and select "New To Do". Use Index View to find a To Do entry: 


2. Select the Due Date field, then use ¢ to enter 1. touch hush and select ' "To Do Index". 
2 as the month, skip the day and enter 1997 
as the year. 
3. Enter Read manuscript as a description. Heer So eae ORIN? 
Cy Fite eemret Baca he TFEB_ __1997 


4. Tocomplete your entry, press ENTER. 
The entry is displayed in the Monthly Goal To 
Do Index. [co]_Te Be Done [Done | Montbly Goal [->) 


2. Use the To Be Done, Done and Monthly Goal 
tabs to locate the entry you desire. If you do 
not see the entry immediately, use the scroll 
bars to move through the lists. 


Jen 


3. Touch the entry twice to see the details. 
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Using keywords 


You can use a keyword search for any field, 
including Date and Priority, to directly access an 
entry. 

For more information, see General Operation. 


Checking off completed entries 


Once you achieve a target or goal, it is important 
to check off that entry as done so that you can 
focus on tasks that are still outstanding. 

Entries marked "Done" are sorted into the Done 
file and the completion date is indicated in the 
calendar views. You can check off completed 
entries using calendar views (check off completed 
entries while reviewing your daily schedule) or the 
To Do Index. 


To check off To Do entries from Day view: 


1, 
2. 


Select the Day view. 


Select the date you want to check. 

The To Do list is in the upper right of the 
display. If the entry you want to check off is 
not shown, use the scroll bars to move 
through the list. 


B iMake monthly sale... 


3 e manthly sale 
Cll Fig coeenseceeseonatersetes feeeruevoueounes teen 


Touch the check box to the left of the To Do 
entry. 

If the box shows V, the entry is marked as 
completed on today's date and sorted to the Done 
file. 


To check off To Do entries from Index or Detail View: 


1. 


In Detail View, check the "Done" box. 
In To Do Index, touch the check box to the 
left. The box has a > to indicate it is done. 


The entry is marked as completed with 
today's date and is sorted into the Done file. 


If you mistakenly check off an entry as completed, 
you can deselect the entry by touching the check 
box again. However, if you do this, the entry is 
saved without a due date. 
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Using Labels 


Labels are fields you can specify that contain up to 
12 characters. Labels are assigned to To Do 
entries and used to manage information by 
grouping tasks by project, personnel or other 
criteria. 

¢ Up to 32 labels can be defined, and each To Do 
entry can have up to five labels assigned to it. 

« Once a word is entered as a label, that word is 
automatically registered and sorted alphabeti- 
Cally in the label list (from which you assign entry 
labels). 

¢ You can also add, edit and delete labels directly 
in the label list. 


Take care when adding labels directly to the list, 
as uppercase and lowercase letters are recog- 
nized as separate labels. 


Niaking To Do entries with labels 


Example: Enter "Call Frank about Alpha Project" 
on Mar 17, 1997. 


To make a To Do entry with labels: 


1. 


In Activities, touch EDIT and select "New To 
Do". 


Enter the date you require. 
Touch a date box, then use + to select 3 17 1997. 


Enter Call Frank about Alpha Project as a 
description. 


Touch the LABELS icon. 


Labels 


Touch an empty label twice. 


| Enteranewlabelname: [Sid =| 


Enter SaeeAlGE Pro and touch OK to register this 
label. 


Touch another empty label twice. 
Enter Phone Calls and touch OK to register 
the label. 


To select these two labels, check the box to 
the left of Alpha Pro and Phone Calls so a 
cross appears. 


Touch Done to complete the label entry and 
selection. 


To complete the To Do entry, press ENTER. 
The new entry is shown in the To Be Done Index. 
Touch G and <@ to view the label tabs. 


To assign labels using the Labels list: 


1. 


Select the To Do entry in Detail View, then 
touch SHOW and select "Labels". 


To assign a label to the To Do entry, touch the 
check box to the left. 


_ © Each entry can have a maximum of five labels. 


¢ The Labels list is sorted alphabetically and can 
contain a maximum of 32 labels. 


When you complete your label selections, 
touch Done. 
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Reviewing the To Do list by Labels 


You can check the entries assigned to a specific 
label. 


To review To Do entries by label: 
1. Touch VIEWS and select "To Do Index". 


2. Touch the > (or <) tab at the bottom of the 
To Do Index to display the Label tabs. 
Each time you touch the > or < tab, the 
display moves across three Labels. 


3. Touch a Label's tab to see the list of To Do 
entries that have that label assigned. 


4, When you have completed your review, touch 
€ to return to the previous display. 


Editing labels 


In the Labels list, you can directly edit labels, add 
new labels or delete unused labels. If you edit a 
label, the change is reflected for all entries with 
that label assigned. 


To edit the labels list: 


1. 


2. 


From the To Do Detail View, touch SHOW and 
select "Labels". 


To add a new label, touch a blank label twice. 
Enter the new label text, then touch OK. 


To edit an existing label, touch the label twice. 
lf the selected label is already assigned to an 
entry, touch Yes to confirm the selection. 
Make your changes directly to the label, then 
touch OK. 


To delete a label, select the label in the list, 
then press DEL. Touch Yes to confirm 
deletion. 

If the label is currently in use, it cannot be 
deleted. 


When you complete your Labels list changes, 
touch Done. 


Copying a To Do entry 


The COPY icon in the To Do Detail View lets you 
copy the entry. This feature is very convenient for 
making To Do entries that are repeated on a 
regular basis. You can define the frequency and 
set the copy period. 


Frequency can be selected from: Daily, Daily 

(Work Days Only), Every Week, Every Other 

Week, Every Month (by Date) or Every Month (by 

Day of Week). Every Month is only available for 

Monthly Goal. 

Check the Last Day of Each Month box to repeat 

the entry on the last day of each month. 

Check the Last Week of Each Month box to repeat 

the entry on the same day of the last week each 

month. 

The Period is defined by selecting From and To 

dates. The due date is automatically selected as 

the From date. 

Example: Enter a Production Report that is due 
every other week starting on February 
27, 1997, until the end of May. 


To copy a To Do entry: 


Touch EDIT and select "New To Do". 


i~ |/OueDate: [_ |¢[_}/_] 


Prtority: § [_] 


. . Touch the Due Date field, then use ¢ to select 


2 27 1997 for Thursday February 27, 1997. 
Enter Production Report as a description. 


Touch COPY in the upper right of the display. 


Copy This Entry (Cancet) (Copy } 


Frequency: © Daily 
© Daily (Work Days Caly) 
O Every Week 
) Every Other Week 
2 Everg Maath 


O eves Month (by Date) 
|} Last Day of Each Month 
© Every Month (by Day of Week) 
{(_} Last Week of Each Manth 


FEB 27,1997 (THU) 
[2p be) fise7) 3} 
Last Week of Each Month for Last Week entry 
Last Day of Each Month for Last Day entry 
Every Month for Monthly goal entry 


For frequency, select Every Other Week. 


FEB 27, 1997 (THU) is automatically selected 
as the From date. 

Touch the To date, then use ¢ to select 5 30 
1997. 


Touch Copy to complete the entry. 
Use the To Do Index to check that the entry 
has been copied. 
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Editing and deleting To Do entries 


Editing To Do entries 


You can easily change the due date, priority or 
description of a To Do entry. Use the same 
procedure described in "Editing Appointment 
entries". 


Deleting single To Do entries: 


1. 


Select the entry in the To Do Index View or in 
Day view. | 

(Alternatively, display it in Detail View.) 

Touch EDIT and select "Delete Entry". 


Touch Yes to confirm the deletion. 


In Index View or Day calendar view, you can also 
delete single entries by pressing DEL. 


Deleting groups of To Do entries: 


1, 


In Index View, select the file containing 
entries you want to delete. 


2. Touch EDIT and select "Delete Group". 


3. Select "All", "in Current View" or "Checked 
as Done". 


4. Touch Delete and then touch Yes to confirm 
deletion. 


c= You cannot delete groups of To Do entries if the 
unit is locked, see p. 84. 


Changing Activity type 


You can change the Activity type if necessary. For 
example, you can change an Appointment entry to 
a To Do entry, and the opposite is also possible. 


1. Display an Appointment entry in Detail View. 
2. Touch Type and select "To Do" from the pop- 
up menu and touch "OK" to confirm the 


message. 


3. Enter or change the other information if 
necessary. 


4, Press ENTER. 


his section describes the use of Contacts 

and Data Files. These are personal 

database applications and they both have 
similar functions. The only difference between 
them is that they have different default file and field 
names for different types of information. These two 
applications are very flexible so you can manage a 
wide variety of personal information, from simple 
address books to a restaurant guide or a listing of 
your favorite movies. You can also, for example, 
make a simple "picture book" database for storing 
Scrapbook images. 


Both applications have three files in which you can store 


information: 


¢ The three files for Contacts (Business, Contact 2 and 


Contact 3) are set by default to work as simple, 
efficient address books. 

¢ The three files for Data Files (Data File 1, Data File 2 
and Data File 3) can be configured for many uses 


including a business card file, a restaurant guide (with 


maps) and other miscellaneous applications. 


Examples 


Procedures used for Contacts and Data Files 
operations are similar. Contacts will be used for 


the examples provided, but the procedures are the 


same for Data Files. 
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Selecting a file 


Before beginning a particular database operation, 
you must first select the file you want to work with. 


To select a Contacts file: 
1. Touch CONTACTS at the right of the display. 


2. If Detail View is displayed, touch INDEX at 
ue ens sa to pci oe View. 


3. Tochoose the Contacts file for display, touch 
the Show button and select the file from the 
pop-up menu. 

Choose from Business, Contact 2 or Contact 3. 


* Touching CONTACTS repeatedly steps through 
the three files. 


To select the field used to sort the Index 
entries, touch the Sort By: button and select 
the field from the pop-up menu. 

If you want to scroll the menu touch ¥ or A in the 
bottom of the menu. 


The current index tab is shown at the bottom 
of the display. 

To display to entries beginning with a different 
letter, touch the appropriate tab. For example, 
if you touch the "H" tab, you will see the 
entries beginning with H at the top of the list. 
If you want to move between Contacts entries and 
Data Files entries, touch the application key. 


Making anew Contacts eniry 


When making new Contacts (or Data Files) 

entries, note the following: 

¢ The first field must always contain information. 
If you do not enter a description in the first field, 
"untitled" is displayed 

¢ If the file is sorted by name, we recommend you 
enter the last name first so entries are sorted by 
last name. Use a comma (",") to separate last 
name and first name. 

¢ You can only enter graphic images in a picture 
field, see p. 150. 


Example: Enter Jonathan Smith of Brown Corpora- Finding entries 


tion in the Business (Contact 1) file. 
ba ataacees ( Contacts and Data Files entries are stored alpha- 


betically based on the contents of the currently 


To make the Business entry: 
” selected sort field. You can find and display an 


7. Touch CONTACTS. entry by three methods: 
¢ Using Index View 


2. Touch aaa ang select "New Business(1)". ¢ Using Keyword search 
ols : ¢ Using Direct search 


Using Index View 5 
Example: Find the Contacts Business file entry for 


Jonathan Smith of Brown Corporation. 


To find the entry using Index View: 


1. Touch CONTACTS. 
If necessary, touch INDEX to display Index View. 


3. Enter the required information into each field. 


Select the Name field and enter Smith, 2. Touch the Show: button and select 
Jonathan. "Business" (Contact 1) from the pop-up 
Move to the Company field and enter Brown menu. 

Corp. 3 


..|Show: [Business(1) >] Sort ae — 


Sim Grown, Fre... ‘ace adver ti. 201-556. 8873 


4, When you complete your entry, press 
ENTER. 


ae 556- “a7 
ose iia: oo 6473 
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3. Touch the "S" tab to find the required entry - 
Smith. If you cannot see the entry, use the 
scroll bars to move further through the list. 

4. Select the entry, then touch VIEW to see the 
details. 

*  Youcan also touch the entry twice to see the 
details. 

Keyword search 


1. 


If you are not sure of the entry name, but you know 
a word that appears in the entry, then keyword 
search can be used to find it. 
¢ The keyword search function does not distinguish 
between uppercase and lowercase letters. 
¢ The search can be limited to Field 1 only. 
(Field 1 is set to Name Field by default) 
« A message indicates if no entries contain the 
keyword. 
For more information on keyword search, see p. 
106. 


To use keyword search to find an entry: 


Select the Contacts Index View. 
Touch the Show: button and select "Business" 
from the pop-up menu. 


Press 2nd then F. 
Enter Me oh ih Jonathan. 


Fait Boks des) va 
I a Sort by. 


me Brown, Fre... ‘Ace Adverti... rade —_ 8873 


BT 288 878 
537-555-6833 


Check the Field 1 Only box if required. 


Touch Search. 
The first entry that contains the keyword is 
displayed in Detail View. 


Smith, Jonathan | 


eevecsorveneeeetesrevecs stesesessees Sere sescasommccnanennenmererssans seessorsnenesened se nneccasnoss enenecconqascnsccsosoroneon sence senneeee MDE 


(Brown Corporation 
201- 353-4170 


2S et | 
—m 558-6577 


¢ Touch Next or Prev to see other matching 
entries. 

¢ Touch Search for to change the search criteria. 

¢ Touch Done to close the search. 


Direct search Filter function 


In the Contacts or Data Files Index View, you can The Filter function is available for both Contacts 
enter the first or the first few letters of the name to and Data Files. Filter function lets you filter your 
find the desired entry. database files to display only entries with matching 


field content(s). For more information on the Filter 


Select the Contacts Index View. function, see p. 96. 
2. Enter the keyword Smi directly from the 

keyboard. 

Go To window will be automatically displayed and 5 


the keyword A just typed will appear. 


[ABC consult, 20.585-1231 [If 


= ees Soe 0707 


! Smith, jr ak CEO Beta C... Did 444-6473 

a: = |Smith,Jona,,. ‘Brown Corp.., 201-353- 4170 
Taylor, And... NKC Co, 234-555-8686 | 
—_——————— 


Use the touch pen and drag the Go To window to 
wherever you like. 


3. Touch OK. 
The first entry starting from the keyword will be 
selected in the Index View. 
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The Link function is a powerful feature that lets you link 

related information. 

Any entry or document can be linked to any Contacts or 

Data Files entry. This allows you to do the following: 

- You can jump directly to a Contacts or Data Files entry 
from a linked entry. 

¢ While viewing a Contacts or Data Files entry, you can 
view a list of linked entries. You can also jump directly 
to any of these linked entries. 


Linked Entries 


Before you can start using the Link function to find 
related entries, you must first establish the links. 
From Contacts and Data Files, you can make links 
using: 

¢ New Linked Entry 

* Link by Searching 

From all applications, you can make links to 
existing entries using: 

¢ Link To 


wn Corporation 


eeeeenseeeeoesn ene: orveanenaes erties rcmmanatrerenensenesenmomsyeccsnemn ens munansescammmanane. 


Linked entries can be viewed from a Contacts entry. 


New Linked Entry 


While viewing a Contacts (or Data Files) entry, you 
can create new entries that will automatically be 
linked to the Contacts (or Data Files). 


To make a New Linked Entry: 


71. Open the Contacts Business file and select 
the desired entry. 


Touch LINKS and select "New Linked 5. Then touch| &] at the right of the new 


Entry". Birthday entry. 
Press 2nd then NEW. use _If the entry is linked to only one Contacts entry, 
touch [ & ] and details of the Contacts entry is 


[ Make aNew Linked Entry (Cancel) ( Mew ]| displayed. When the entry is linked to more than 
Select a new entry type: one Contacts entries, select the desired entry and 


Ae then touch Jump. 


| 
\ 
| 
| 
| 
| 
| 
| 


Link by Searching 


Select BIRTHDAY and then touch New. The Link by Searching function can link a Contacts 


or Data Files entry to all related entries that 


Complete the Birthday entry and press contain a keyword. 


ENTER. 


The new Birthday entry is shown in Index To use Link by Searching: 


1. Open the Contacts Business file and select 
the entry to be linked to. 


Fe | 
~ liMary's birthda 
Y I Jonathan's birthda 


145 


146 


2. Touch LINKS and select "Link by 


Searching". 


Findallentriescontaining: [sd 


Clonly Secret Entries 


APPO | BIRTH] HOLY | 10 00 JNOTES 
INI }DAY DAY : ; 
Stal PERO 


DATA |DOCU | our Fal 
TACTS | FILES IMENTS] LINES | SEEETS 
a cs 


Enter the search keyword. 

¢ Search function does not distinguish between 
uppercase and lowercase letters. 

¢ You can limit the search to secret entries by 
checking the Only Secret Entries box. 


As a default, all applications are selected for 
the search. Touch any application icon to 
deselect it. 


5. Touch Search. 


—— 


Se 
ENT A] FILE 17 


eneeecsereoeceeseneeneeesseeaneeeneSOOeeeennes +ttebECEhSORDter te eHeeeeeehs CuAPObe het eeOeOeet SHORES? MEPEET TO TEOOERTTS SOLES EERE ES 


201-353-4080 


The search is completed and you can view the 
linked entries. 


Viewing linked entries 


To see Linked entries in the Contacts Detail View, 

touch LINKS and select "Show Linked Entries". 

This will be done automatically when you touch the 

Link icon to see the contacts entry in another 

application. 

¢ Touch any application tab at the bottom of the 
display to see linked entries in that application. 

¢ The ALL tab is always selected as the default. 

¢ To conceal Linked entries, touch LINKS and 
select "Hide Linked Entries". 


¢ In the Contacts Detail View, pressing 2nd and W 3. To make each link, check the link box to the 


toggles the screen between Show Linked Entries left of the entry. 
and Hide Linked Entries. Repeat for as many linked entries as you 
desire. 
Link To function You can also select a file using the "File:" pop-up 


The Link To function provides a method of linking menu. 


entries from any application to Contacts or Data } Link to: 
Files entries. 1 Fite: 


(_] Brown, Fre... ‘Ace Adverti,,..201-556-8873 


To use the Link To function from an Appointment 
entry: 


1. Select the Appointment entry in Index or 
Detail View. 
(You can also use the calendar Day view.) 


(ogosgeunanqousaOsuOOUEUUO| 


Check the link boxes at left to make links. 


2. Touch LINK TO and select "Contacts". 
4. When you complete your link selection, touch 


Done. 
The Appointment entry is shown in Index 
View with [ &] to the right. 


5. Tojump to the linked Contacts entry, touch 


[ &]| and select the desired entry, then touch 
Jump. 
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Jump To function 


The Jump To function lets you move from entries in 

other applications to linked Contacts or Data Files 

entries. 

¢ If the entry in the other application has links to 
Contacts, you will see [ & ] to the right. 

¢ If the entry has links to Data Files, you will see 
E=. 


¢ If the entry has links to both Contacts and Data 
Files entries, you will see |LINKI. 


To use the Jump To function: 


1. eee a ean Index any with links. 


[an = 
MAY 18 (Ti 


148 


Touch [&], E=] or Link’. 


For [LINK], select CONTACTS or DATA FILES 
and touch OK. 


} This entry ts linked to both Contacts and =f 


Data Files entries, 
Which application do you wish to jump to? 


bata 
i nc C Li ae : 


This entry is linked to _ Contacts 
entriss, Which entry do you wish to see? 
; 
| Smith, 
i |Davis, Frank | ABC consult... 220: "383- "6808 


If there is only one link, the Jump To display above 
is not shown, and that entry is shown in Detail 
View. 


4, lf there is more than one link, select the You can edit and delete Contacts and Data Files entries 
required entry and then touch Jump. in a similar manner to other applications. For more 
Otherwise, you will jump directly to the linked information on editing and deleting, see General 
entry. Operations, p. 101, 108. 


The linked Contacts (or Data Files) entry is 
shown in Detail View. To edit a Contacts entry: 


1. Display the Contacts entry in Detail View. 


Breaking Links 2. Touch the desired field and make the 


You may want to break links you have made. For changes directly to the field. 


example, you may have made an incorrect link and 
want to break that link before making the correct 


3. When you complete your changes, press 


link. ENTER. 

To break links you have made, select the linked 

entry and then touch LINKS and select "Break c= If you change the contents of the first field, the 

Link" or "Break All Links". entry will be sorted again. 

¢ Break Link lets you select and break an indi- 
vidual link. To delete a single Contacts entry: 

; a All Links lets you break all links to any 1. Select the Contacts entry in Index View or 
entry. 


display it in Detail View. 
2. Touch EDIT and select "Delete Entry". 


3. Touch Yes to confirm the deletion. 
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Deleting Groups of entries 


You can use EDIT Delete Group to delete groups 
of Contacts or Data Files entries. Select group 
deletion from: All entries; all in Contact 1; all in 
Contact 2; or all in Contact 3. For more informa- 
tion, see p. 109. 

You cannot use "Delete Group" if the unit is locked, 
so unlock it first with the Password function. 


For files in both Contacts and Data Files, you can 
change text fields to picture fields, and new pictures can 
be created from these picture fields. These pictures can 
be hand-drawn maps, handwritten notes or signatures. 
Drawings created in Scrapbook can also be copied and 
pasted to picture fields. 


To create a picture field: 


1. In Contacts Index or Detail View, touch 
SETUP and select the file in which you want 
to create the picture field. 


Contact 1 Setup 


File Name: 


Number of Fields: 


2. Select the Field Name tab at the bottom. Adding a picture to an entry 


To add a picture to any entry, that file must have at 
least one field set up as a picture field. 

¢ Touch "Empty picture field" twice to open the 
‘Tat ae eee picture drawing screen. You can then draw 


Field 6 [Text 


eeeeware renee es ceseee ss 


Field 7 “Ha other directly. After drawing, touch OK. 


To add a picture to a Contacts entry: 


3. Move to the field that you want to change, 1. Touch SCRAPBOOK and display the 5 
and then select Picture. required drawing (if necessary, create the 
drawing). 


4. Touch and edit the field name as desired. 


2. Copy the drawing to clipboard. 
5. When you complete your changes, touch OK. Touch EDIT and select "Copy" (or press 2nd 
Touch Yes to confirm the changes. C) 
Check your changes in Contacts Detail View. 


3. Touch Contacts and move to the required 
picture field. 


1517 


152 


4. 


Touch EDIT and select "Paste" (or press 2nd 
st to a the picture into the field. 


The message in the field changes from "Empty 
picture field" to "Touch to view picture." 


Touch the field to view or edit the picture. 


In step 2, to save memory you can cut the 
drawing. This will cut the drawing from Scrapbook 
and copy it to the clipboard. Touch EDIT and 
select "Cut" (or press 2nd X), then touch Yes to 
confirm. 


You can also copy or paste the Notes or 
Spreadsheets entries to Contacts by specifying a 
range. 


Editing contents of picture fields 


The contents of picture fields can be edited directly 
within Contacts or Data Files. 

For example, you may want to edit the map in a 
map field. 


To delete picture field contents: 


1. 


Display the Contacts or Data Files entry and 
select the picture field with the contents you 
want to delete. 


Press DEL and touch Yes to confirm deletion. 
Deleting a picture from a Contacts or Data 
Files picture field does not affect the original 
picture. 


The picture is deleted and the field message 
now reads "Empty picture field". 


You can customize Contacts or Data Files in the follow- The File Name tab should be initially 


ing three ways: selected. If not, touch that tab to select it. 
¢ File names: 

Each file can have a new name of up to 10 characters. 3. Touch the "File Name:" field to enter a new 
¢ Fields: | file name. 

You can change field names (up to 12 characters), field Touch "Number of Fields:" to enter a new 


type (text or picture), and the number of fields that 
each entry can have (up to 16). 

¢ Index View display: 
For Index View, you can determine which three fields 
are displayed and adjust display widths for each field. 


number. 
¢ You can use up to 10 characters for File Name. 
¢ You can have up to 16 fields. 


4. Touch the Field Name tab to select it. 


[ contact 1 Setup | (_ox )| 


Configuring Contacts and Data Files 


Contacts and Data Filescanbeconfiguredusing = = —____ }iltteid"37text~~ (office #7 — Wa 


onreneen seneceacconnnipeccenooresceoeneseqenenss renee seemmenctmenensstsnnenetesneneneneet: 


SETUP from the tool bar. Fiatg < [Text peuareet 
Changing Contacts set up: 
Tert Position 
1. Touch CONTACTS. tos tet —— eres 


File Wane _| Field Kane {Index Fora _ 


§ Select any field and enter the new name. 
¢ You can enter up to 12 characters for Field 


Name. 
, ¢ Select Text or Picture to change the field type. If 
File Name: | you change the field type, all previous entries in 


Number of Fields: | that field are deleted. 
, ¢ The first field is always fixed as a text field. This 
cannot be changed. 
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The field type for Field 1 is fixed as text. You can 
specify the field type as picture or text for any of 
the remaining 15 fields. Note that pictures use 
more space than text and memory is limited. 


Touch the Index Form tab to select it. 


| Contact 1 Setup 
First Field: Name bd 


second Flot: 
Third Field: 


S 10 15 2 2 30 35 48 


| File Wane | Field Mane | Index Forn J | 


Touch the First Field: button and select the 

First Field name from the pop-up menu. 

¢ Index View can have up to three fields. 

¢ Repeat this process for the Second and Third 
Field. 


Touch the field separator icons [@=J and 
adjust them to suit your requirements. 


To complete your changes, touch OK. 


Check your changes in the new Index View display. 


Fax number field 


The Fax number field is used by the fax function 
for automatic dialing. The Contacts Business file 
(Contact 1) has a Fax # field as a default setting, 
but Fax # field must be set up for Contact 2, 3 and 
Data Files. Use the above procedure to do this, but 
in step 5, enter Fax # as one of your fields. 


a= When entering fax numbers in the Fax # field, be 
sure to include hyphens in appropriate places. A 
hyphen is required following the area code for the 
fax function to pause and dial correctly. 


his section explains the features of the 

powerful writing tools. These tools include: 

Notes, which lets you take handwritten 
notes and comments at meetings; Documents, a 
built-in word processor; and Outlines, a simple but 
powerful outline package for structuring your 
thoughts and ideas. Used together, these three 
applications provide powerful documentation 
capabilities in a convenient, hand-held device. 


Notes provides a simple yet powerful means of record- 
ing information. Notes lets you easily record handwritten 
notes and drawings. This can be very convenient during 
meetings when you are too busy to enter text through 
the keyboard. 

After your meeting is over, you can review your notes 
and comments, add titles from the keyboard and then 
use these notes as a reference while working with other 
applications such as Documents. 


Taking Notes 


Making a Notes entry at a meeting or appointment 
is very quick and easy. Notes has the following 
features: 

¢ The drawing tools are at the right. 

« Adrawing can be selected by touching it for a few 
seconds. It can then be moved, reduced or 
deleted. 

¢ The first line becomes the default topic title. 

¢ Use the scroll bars to move up and down the 
entry. 

« Use  and& to move to other pages. 

¢ Touch VIEWS and select Show/Hide Grid Lines. 

¢ To link your Notes entry to Contacts or Data Files 
entries, touch LINK TO. 
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To make a Notes entry: 4, 
71. Touch NOTES. 
2. 
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Selects a drawing. 


Writing tool (default) 
Erases the last 

drawing, and 

subsequent touches 
erase previous 

drawings. 

Use[XJto select the 
drawing then touch [4] to 
reduce/enlarge the size 
of the drawing. 

Moves to the next page. 5. 


Use the touch pen to write your notes directly 
on the display. 


6. 


When you complete your Notes entry, touch 
KEYS to unlock the keyboard then press 


The first line is used as the title in the Index. 
To change the title, touch EDIT and select 
"Topic Title". 


ea 


Edit a title: 


Enter the title, then touch OK. 


« When drawing lines across the screen, always draw 
from left to right; otherwise the line may not be stored 
correctly. 

¢ If you want to write something at one edge of the 
screen and something else at the opposite edge, make 
sure the first item has registered before starting the 
second. 

Otherwise the items may not be stored correctly. 


Notes window Changing Notes Setup 


If you touch VIEWS and select "Window", Notes You can change Notes Setup to suit your own 
changes to a moveable window. You can still see style. 
the Notes window while you open and use other 
applications. This is very convenient because it To change Notes Setup: 
allows you to transcribe Notes contents to other 
applications. Be te 
¢ To move the Notes window, touch the top left | (ox ) 
corner and drag the window to the new location. Jey fi When you lift the pen (after dotay), the last drawing: 
. 2 |i © will not be selected (you can continue to draw) 
¢ To close the window, touch QUIT. ‘* i © willbe selected (you can manipulate drawing) 
: é © willbe reduced by 75% and then setected 
¢ To return Notes to Review Notes display, touch | © willbe reduced by 50% and then selected 
1 «© will be reduced to fit between grid lines 
VIEW. | but will not be setected 
- To move to the previous or next entry, touch V7]. Re ae 
¢ To turn pages within an entry, use the scroll bars bs fi 
or p>. 
Locking the keyboard 
¢ Will not be selected (you can continue to draw). 
You may want to lock the keyboard to prevent (default) 
accidental key input when you are using Notes. - Will be selected (you can manipulate drawing). 
- The keyboard is locked as the default setting. - Will be reduced by 75% and then selected. 


¢ Touch KEYS at the top of the display to lock or 
unlock the keyboard. When the KEYS icon has a 
white background, the keyboard is locked, and 
when it is black, the keyboard is unlocked. 

¢ When the keyboards is locked, all the keys 
including OFF do not operate. 

¢ Keyboard lock only works with Notes. 
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¢ Will be reduced by 50% and then selected. 
¢ Will be reduced to fit between grid lines but will 
not be selected. 


¢ If "will be selected" is selected, your last drawing 
will be automatically selected with the area tool 
so you can move it or delete it. 

¢ If "will be reduced to fit between grid lines but will 
not be selected" is selected, the entry window will 
be displayed. You can move the window by 
touching the box in its upper right corner. How- 
ever the entry cannot be selected in this setting. 


Pen Thickness (before reduction) can be 
selected from: 

¢ Thick 

¢ Thin 


Drawing delay can be set to 1/8, 1/4, 1/2, 1 or 
2 seconds. Use the touch pen to touch and 
drag the bar. 

Drawing delay determines when your handwriting 
becomes a single object for moving or deleting. 


If there are any problems, touch Default to 
return to the default settings. 


When you complete your setup, touch OK. 


Review Notes 


After your meeting, you can review your Notes 

entry, modify it as required and save it for future 

reference. The Review Notes function is also 

convenient for checking the layout of your Notes 

entry. 

* Notes entries can contain up to eight "screens" 
(4 pages). 

¢ The Review Notes mode provides a two-page 
view (half of a full Notes entry). 

¢ You cannot edit in Review Notes so change to 
the Take Notes view. 


To review your Notes entry: 


1. 


2. 
* 


Open the Notes entry. 


Touch VIEWS and select "Review Notes". 


From the Index View, select the entry and press 
ENTER or touch the entry twice. 


Jerk. 310.00 Famaleg 


1. Wodgek Solon op 
[seesh Hotin 10 oh) 


Touch © and & to change to other pages. 
Touch VW] to change to other entries. 


3. In Review Notes, touch the area to be edited 
and the display changes to Take Notes view. 


4. When you complete your changes, press 
ENTER. 


Edit Notes 


¢ Use Delete Note to delete single entries. 

¢ Use Delete Group to delete all Notes entries. 
For detailed information, see General Operations 
on p. 108. 


Documents is a built-in word processor that lets you set 
margins, tabs and indents. You can also select page size 
and change fonts. If you connect a printer to your unit, 
you can print out professional looking full-page letters, 
reports and other documents. The Make a Letter feature 
helps you produce high-quality letters with your own 
signature. You can use advanced editing techniques and 
the Check Spelling function helps you eliminate spelling 
mistakes. 


To make a new Documents entry: 
7. Touch DOCUMENTS. 


2. Touch EDIT and select "New Document". 
Press NEW. 


Enter the text for the new entry. Example: 


To: Frank Smith, CEO Beta Corp. 

Date: March 14 1997 

Dear Frank, 

Did you receive my fax of March 8th on the Alpha 
Project? Call if you received it or | will send it again 
Friday. 

Best regards, Pat Jones 
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4. When you complete your entry, press 4. To save your entry with the new title, press 


ENTER. ENTER. 

The new entry is shown in Index View as 

Untitled. Making a new entry based on an existing 
entry 


To edit a Document title: Once you have written the memo to Frank, you 


1. — ue ee ete ae in Detail View. may need to write a similar memo to someone 
else. Rather than creating another new memo, you 
: can make a copy of this existing memo and 
iS i ToFrank Smith, CEO Beta Corp. > change the addressee's name and address. 
Bee oe 14, 1997 


Did you receive my fax of March 18th on the Alpha F 


Call if ived it or I will send it again Frid isti : 
Sica aia To copy an existing Documents entry 


1. Select the entry in Index View. 


2. Press 2nd ENTER to copy that entry. 
% Touch EDIT and select "New Copy". 


2. 
3. Make any necessary changes. 
4. Touch EDIT and select "Document Title" to 
make a new title, then touch OK. 
*% Touch the title displayed at bottom left. The default title of the new Document is "Untitled". 
3. Edit the title. 5. When you complete your changes, press 


When you complete your changes, touch OK. ENTER. 
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Finding entries 


There are three ways to find an entry: 
¢ Using Index View 

¢ Using Keyword search 

¢ Using the Search function 


Using Index View to find a Documents entry: 


71. Select the Documents Index View. 


2. To select the sort method, touch the Sort by: 


‘button, then select Date (shown in reverse 
chronological order by creation date) or Title 
(alphabetically) from the pop-up menu. 


3. Use the scroll bars to move through the 
sorted Index and find the entry you require. 


4. To display details, select the entry and touch 
VIEW. 


Using Keyword search and the Search function. 


For how to use keyword search and the Search 


function, see the General Operations chapter on p. 


106. 


Editing a Documents entry 
1. Select the entry in Detail View. 


2. Make required changes directly to the entry. 
Use the scroll bars to move through the entry. 


3. When you complete your changes, press 
ENTER. 


Deleting Documents entries 


For detailed information on deleting entries, see 
Chapter 3, General Operations on p. 108. 


167 


162 


Changing display character size 


In Documents Detail View, you can change the 
size of display characters by touching [£4] at the 
bottom right. Each time you touch [24], the size 
cycles from 9 pt (default) to 12 pt to 7 pt and back 
to 9 pt. 


pele] eset els Babs 


! To: Frank Smith, CEO Beta Corp. 
| Date:March 14, 1997 
1] Dear Frank, 
| Did you receive my fax of March 10th « 
Call if you received it or I will send it ¢ 
Best regards, Pat Jones 


oa characters may go off the ae 
Use the scroll bars to see them. 


Changing display character size does not affect 
the size of printed text. The large character size is 
easier to read, but the small size lets you fit more 
text on the display. 


Find Text 


When editing a Documents entry in Detail View, 
you may want to find a specific text string to edit or 
delete. Find Text can find text strings of up to 20 
characters (including spaces). 


To use Find Text in a Documents entry: 


1. 


Touch UTILS and select "Find Text" (or press 
2nd then F). 


Find Text =a 


Find Text 
containing: 


Enter the text string you want to find. 
Note that Find Text starts searching from the 
current cursor position. 


Touch Find. 

The first matching text in the entry is 
highlighted. You can cut, copy, paste and edit 
as required. 


To continue searching, repeat steps 1 and 3 

above. 

¢ Find Text will continue from the last match. 

« The same text string can be used for many 
searches. 


« Amessage indicates if no matching text is found. 


Text styles 


Text styles add variety and emphasis to Docu- 

ments entries. 

¢ Text style is selected from the STYLE menu. A 
V indicates current settings. 

¢ Style is selected from Plain (default), Bold or 
Italic. 

¢ Underline can be combined with Plain, Bold or 
Italic. 

¢ Style settings remain in effect until another style 
is selected. 

¢ Documents printed from your printer should also 
contain the text styles (consult your printer 
manual). 


Text style keyboard shortcuts 


You can use keyboard shortcuts to change text 
styles on the fly. Keyboard shortcuts (shown in the 
Style menu) are: 


¢ Plain (2nd Y) 
¢ Bold (2nd O) 
¢ Italic (2nd 1) 


¢ Underline (2nd VU). 
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To change the text style for a Documents entry: 


1. 


2. 


Open a Documents entry in Detail View. 
Move the cursor to the desired location. 


Touch STYLE and select the text style. 
For example, touch Bold. 


Make your text entry. 
The text is displayed in the selected style. 


Changing the style for existing text 


Align 


To change the style of existing text, select the text 
by dragging the pen across it, then choose the text 
style from the menu (or use keyboard shortcuts). 

¢ The style cannot be changed for the Title field. 

¢ Underline remains in effect until plain is selected. 
¢ Inserted text assumes the style of the text block. 


The ALIGN menu lets you change the alignment of 


the paragraph containing the cursor. Text align- 


ment can be selected from Left, Center or Right. 


Tabs and indents 


Tabs and indents let you format the appearance of 

text blocks. A tab changes an individual line, while 

an indent changes a paragraph and all following 

text until it is turned off or changed. 

- Indents can be set from the left or the right. 

¢ The first line of each paragraph can have a 
different indent setting to achieve special layout 
effects. 


Setting tabs and indents To change tab settings: 


Tabs and indents are set using the ruler across the 71. Tosee the ruler, touch SHOW and select 

top of the display. The ruler is a standard feature "Show Ruler". 

with many word processors. The ruler is enabled , 

with Show Ruler from the SHOW menu. BF aha Petes Bc eral tet cd Ps 
settings ie = 


Se, 


First line 
indent marker 


Left indent marker 


Right indent marker 2. Touch the tab marker you wish to change and 
drag it to the new position. 
Tab settings 
When entering text, you can enter a tab by When you enter text with tabs, following text will 
pressing ~} TAB ([<4]). This moves the cursor to now be affected by the new tab settings. 
the next tab position to the right and shifts follow- 
ing text. There are eight tab markers at default ca Please avoid setting a tab marker at 0, as this can 
settings four characters apart. You can change the lead to problems during printing. 


default tab settings by dragging the tab markers to 
new locations on the ruler. 
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Indent settings 


No Indent is the default setting. You can set 
different indents for individual paragraphs (which 
are preceded by a [+I]). 


To change indent settings: 


To see the ruler, touch SHOW and select 
"Show Ruler". 


Left indent 
marker 


First line 
indent marker 


Place the cursor in the paragraph you want 
indented. 


To set the first line indent, touch the first line 


indent marker and drag it to the new position. 


To set the left indent, touch the left indent 
marker and drag it to the new position. 


To set the right indent, use the horizontal 
scroll bar to move to the right side, then touch 
the right indent marker and drag it to the new 
position. 


If Show Special Symbols is enabled, the indent 
indicator, "{J", is shown at the left of any paragraph 
that has an indent setting (first line, left or right). 


Changing or canceling indents 


You can change (or cancel) indent settings from 
those that were set earlier in a Documents entry. If 
you drag all indent markers back to their default 
positions, the indent indicator, "[J", is no longer 
displayed for that paragraph or following text. 


To change indent settings: Word wrap 


71. Position the cursor in the paragraph (which is The built-in word wrap function automatically 
preceded by a [+1]) where you want the moves words that will not fit at the end of a line to 
change to take effect. a new line. This prevents words from being split, 

and there is no need to press [<4]. Word wrap is 

2. Touch the desired indent markers and drag permanently selected. 


them to the new positions. That paragraph 


and following text will assume the new layout. Document size 


So far you have worked only in the limited space of 


cs- New indent settings only start from a new para- the display. However, you can make Documents 
graph (which is preceded by a [<]). entries that fit standard letter-size paper so you 
can print out full-size documents. For more 
Show/Hide Special Symbols information on printing, see p. 186. 
In the SHOW menu, Show/Hide Special Symbols : . 
has the following functions: Display size 
* Show Special Symbols - tab (mp), return (<4), The unit's display is smaller than standard letter- 
page ([), indent (fH), center align and right align size paper. For paper sizes larger than the display, 
symbols are displayed. the display functions as a floating window that 
* Hide Special Symbols - special symbols are moves around the page. As you enter text, the 
hidden. display automatically shifts across the page. The 


scroll bars can be used to view text that is cur- 
rently off the display. You can also press PREV or 
NEXT to view the previous or next Documents 
entry. 
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Page Setup 


You can use UTILS Page Setup to set the follow- 


ing: 
« Page size 


Select a page size to suit your printer. If neces- 
sary, consult your printer manual. You can select 
from three standard page sizes: 


AA: 
Letter: 


Legal: 


¢ Measure in 


21cm x 29.7 cm 
8.5 inch x 11 inch 
(21.6 cm x 27.9 cm) 
8.5 inch x 14 inch 
(21.6 cm x 35.6 cm) 


You can select from Inch (default) or cm. 

If you change this setting, margin sizes are 

automatically converted for the selected system. 
¢ Top, Bottom, Left, and Right Margin 

Default margins have all been set to 1 inch. The 

minimum setting is 0.5 inch (1.27 cm). 


¢ Print Font 


You can select the print font from PICA, ELITE or 
PS (default). Elite is a popular font set at 12 cpl 
(characters per inch). Pica is another popular font 
set at 10 cpi. PS is a proportional spacing font 
(spacing adjusts to suit text width) set at 12 cpi. 
You can fit more text on a page with a 12 cpi font 
than a 10 cpi font. 
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Selected fonts are not shown accurately on the 
display, and can only be seen when printed. 
However, you can use Print Preview to check the 
layout. 

To change the page setup: 


1. In Detail View touch UTILS and select "Page 


~¢- Page Size: 


Measure in: 


| 7 Top Margin: T 4 


Bottom Margin: fi 
j LeftMargin §=[i_] 
~] RightMargin: [1] 


Print Font: 


2. Touch the Page Size: button and select A4, 
LETTER or LEGAL from the pop-up menu. 
Page size should match the size of the paper 
used with your printer. 
¢ Selecting a paper size that your printer is not set 

up for may delay or prevent printing. Consult your 
printer manual regarding printer set-up. 


3. Touch the Measure in: button and select Inch 
or cm from the pop-up menu. 


5. 


6. When you complete your settings, touch OK. 


LS 


Margin settings can be changed by touching 
a field and entering the new value directly 
from the keyboard. 


y Measure fn: (inch 

| Top Margin: 
; @ Sottom Margin: fi] 
| Left Margin: fi] 
4 RightMargic. [1] 


You can also change the margin settings by 
dragging the markers on the Page Setup display 
to new positions. The margin line and field value 
will change. 


Select Print Font from PICA, ELITE or PS. 


¢ To check layout changes, touch Preview to 
toggle straight to Print Preview. From Print 
Preview you can toggle straight back to Page 
Setup. 


¢ If you use PS font, some printers may not 
correctly print the display image because the font 
of the printer is different from the font of the unit. 
If this occurs, use Pica or Elite font for printing. 


inserting a page break 


Page breaks are automatically inserted at the end 
of each page (according to page size) and indi- 
cated on the display by dotted lines. However, you 
can also manually insert a page break for layout 
purposes. Inserted page breaks are indicated by a 
[|] and dotted lines. 


To insert a page break: 


1. 


Position the cursor at the location where you 
want to insert a page break. 


Touch UTILS and select "Insert Page 
Break". 

[2 is entered at the cursor position and 
subsequent text is moved to a new page. To 
cancel the page break, place the cursor on 
and press DEL. 
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Print Preview 


You can use the Print Preview function to check 
that text is formatting properly when working with 
full-size pages. While you cannot read the text with 
this function, it is useful for indicating the full page 
layout. 


To use Print Preview: 


1, 
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In Detail View, touch SHOW and select "Print 
Preview". 


27 2 


Print Preview 


If you are working with a long document, 

touch Prev or Next to move to other pages. 

¢ The display changes in two page units. 

¢ To make page size, margin, or font changes, 
touch Page Setup. 


To return to Detail View, touch Done. 


Check Spelling 


The Check Spellings function lets you check the 

spelling of an entire Documents entry, or just a 

single word (entered from the keyboard or dragged 

in text.) 

¢ Change accepts a suggestion for a spelling 
correction. Use the scroll bar to move through the 
suggestions. 

¢ Ignore accepts the word being checked as OK. 

¢ Ignore All accepts the word being checked as 
OK whenever it occurs throughout that entry. 

¢ If you enter a new word, Ignore changes to 
Suggest so you can check the spelling. 


To use the Check Spelling function: 


1. 


2. 


Open the Documents entry in Detail View. 
Touch UTILS and select "Check Spelling". 


Select the starting point from "From the 
Beginning" or "From the Cursor Position" then 
touch OK. 


Check spelling of: 


4. Touch Change, Ignore, Ignore All or To use the Make a Letter function: 


Suggest as needed. 1. _ Enter the text of your letter as a Documents 


entry. 
5. When you complete your spelling check, y 


touch Close. 


Make a Letter function 


@ ett OcCenter ORight 


The Make a Letter function helps you format a | Mr. ~] @: (colon) ©, (comma) 
Documents entry as a letter that is automatically | 
dated, addressed and closed with your signature. owe 
vie ¢® ||| Indented: [0 | Characters 
The addressee can be selected from any file in 3 || ctosing: [CCS 
Contacts and Data Files, or entered from the 6 
keyboard. Your layout changes are reflected in the oe 
layout preview at the top of the display. Once your 3. Select the date layout from Left (US), Center 
Make a Letter format is established, it can easily or Right (British). Changes should be 
be used to create other letters. reflected in the layout preview at the top. 


4. Select the addressee title from the pop-up 
menu. The default title is Mr. 
Select either a colon (US) or comma (British) 
to follow the title. 
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5. Touch the "To:" button to open the Mail « Name, Position, Company and Address can be 

Directory. matched to any fields in the selected Mail 
Directory using pop-up menus. In the pop-up 
menus, touch A or ¥ to scroll the menu, and if 
you want to leave the field blank, select "none". 
Complete your setup, then touch OK. 


7. Select the addressee from the list. You can 
also enter the addressee directly from the 
keyboard after touching Cancel to return to 


—— 
the Make a Letter screen. 


6. Touch Setup in the Letter to display. 
ose 8. a the subject of the letter into the Subject 


ey 
Mail Directory: 
Name Field 9. Enter the number of characters paragraphs 


Position Field should be indented. 

Company Ftald: 

meee t ce 10. Touch the Closing field and enter a closing 
phrase, such as: Yours sincerely, Best 
regards, etc. 


Set up the directory to suit your requirements. 

« Memory can be selected from Main unit. 

« Mail Directory can be selected from any file in 
Contacts or Data Files. 
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77. Touch the "From:" button. 12. If you want to use a different signature from 
EERE Weer the one saved under the Personal display, 
Letter from (Cancel) (OK | 


pereet te the ideal 's Information to touch Sig n. 
used 


C Owner’s Name 
C) Position 


C Company 
OD Phone # 
Cj Fax 8 

OO Address 
CJ Signature 


Check the boxes as required for Owner's Name, 
Position, Company, etc. This enters the owner's 


information saved in the TOOLS Personal display. Use the touch pen to write your signature. 
You can also select use of the owner's signature When you complete your signature, touch 
saved in the Personal display. For more informa- OK. 

tion, see section 2, Desk Accessories. 

NOMGHy SUIS PIS OURS apouem one * 13. To complete your letter, touch Make. 


The letter will be displayed in Detail View. 
To save the completed letter, press ENTER. 
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Documenis with pictures 


Documents entries can also contain pictures 

created with the Pictures function (similar to 

Scrapbook). 

¢ The picture can be moved by touching It and 
dragging it to the new location. 

¢ To make changes to the picture, touch it, and 
then touch [PICT]. The display changes to the 
Picture display so you can use the drawing tools 
to edit the picture. 


To add a picture to your Documents entry: 


1. In Documents Detail View, touch [PICT] 
above the vertical scroll bar. 


2. Use the drawing tools to create your picture. 


When you complete your drawing, touch OK. 


For more information, see Scrapbook on p. 61. 
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3. Your document entry now contains the 
picture. 
To save this entry, press ENTER. 


oa ° Unused area of the picture are not inserted into 
the document entry to save space. 

- To delete a picture, touch it and press DEL. 

¢ You can also copy or paste single entries in the 
Scrapbook application or Notes or Spreadsheets 
entries to Documents entries by specifying a 
range. 

- It is possible to copy or paste a Spreadsheets 
entry larger than the display width. However, if 
the pasted entry is modified, the unshown data 
will be deleted. 

¢ lf you copy a Worksheet created in Spreadsheets 
to a Documents entry by using "Copy Image", 
you may not be able to send the Documents 
entry to a PC. 


Headers and Footers 


You can add headers and footers to your Docu- 
ments entries. This adds important information, 
such as page number, time and/or date, to the top 
or bottom of each page. This is very handy when 
sending documents by fax. A similar process is 
used to add a header or a footer. 


To add a header: Exchange Documents with PC Files 
1. Create the body text of your document. To copy a Documents entry to PC Files: 


1. Select the Documents entry you want to copy 


2. Touch and select "Header". to PC Files in Index View. 


[ Header Caneel) Cox) 
Be | | Fenlica Ba) a 2. Touch SEND and select "Copy to PC Files". 


3. Type the file name and the description for the 
created PC File. 


3. Touch the icons to select the header 
information. 
[PAGE] Inserts the page number 
[DATE] Inserts the current date 
[TIME] Inserts the current time 
Other characters and symbols, such as "-" can be 


4, Select "RTF" or "TXT". 


5. Touch OK. 


To get a Documents entry from PC Files: 


inserted in headers and footers. 7. Touch SEND and select "Get from PC Files". 
Touch [LEFT], [CENTER] or [RIGHT] to 
select the position of the header information. 2. Select the PC File you want to copy to 
Note that the header can contain two lines. Documents. 
4, When you complete the header, touch OK. 3. Touch OK. 
na ° Youcan use a similar procedure to set a Footer. 4. Type in atitle for the newly created 
¢ You can check headers and footers in the Print Documents entry. 
Preview screen. 
175 


176 


6. Touch OK. 


To replace a Documents entry with PC Files: 


1. Select the Documents entry you want to 
replace with a PC File in Index View. 


2. Touch SEND and select "Replace with PC 
Files". 


3. Select the PC File you want to copy to 
Documents. 


Touch OK. 


Touch OK, if the replacement information is 
correct. 


os ° Youcan see the data created on a PC in MS 
Word in Documents or see a Documents entry 
on a PC in MS Word by using this Documents- 
PC Files conversion function. 
For the details about PC Files, see p. 199. 

- If you convert a Documents entry in RTF format 
to a PC File by selecting "Copy to PC File" and 
then get the converted PC File by selecting "Get 
from PC File", any graphics, center or right 
alighnment information or header and footer 
information will be lost. 


Outlines is a simple, convenient tool to help you arrange 
your thoughts into a clear, easy-to-understand, hierarchi- 
cal structure. This is ideal for organizing plans and 
ideas, and the order can be restructured whenever 


necessary. 
The outline structure consists of topics that are pro- 
moted or demoted to different levels. The topic in the 

first line automatically becomes the title. Topics can have 
one or more subtopics, and these can be rearranged, 
grouped together, or even hidden from view, allowing 
you to manage large amounts of information easily and 
efficiently. Each topic in an outline is like an entry in 
other applications, and the outline can be thought of as 
a file holding those topics (or entries). You can enter, edit 
and delete topics while maintaining an overview of the 
entire outline. 


Example outline 


Below is an example of an Outlines entry in Detail 
View. 


dx. |}? 1997 Products Prices 
bey || +Hardware Products 
re || PB-101 $189.95 $120.60 
 PB-102 $179,985 $110.00 
Software Products 
$65.00 
$55.00 


| *Accessortes 
AC-501 $35.50 $29.00 


» ||| ¢Parts 
v BD-601 $48.00 $35.00 


¢ Each individual topic heading is marked with a 


diamond. 
* Each single topic can have more than one line 


and can contain up to 2,048 characters. 


Creating an Outlines entry 


A new Outlines entry can be created by entering 
the title and adding the different levels of topics 
and subtopics. When creating a new Outlines 
entry, use the following keys: 


[1] To add a new line. 

[ENTER] To save the topic. 

>] To demote the topic one level. 
[<q] To promote the topic one level. 


To make an Outlines entry: 
1. Touch OUTLINES. 


2. Touch EDIT and select "New Outline". 


a ail = 3 
ol Sees 
ents J bine LINKTOJ FILE IT] SEND 


The new outline opens in Detail View. 


1/7/ 
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Enter a title on the first line and press 
ENTER. 


Enter the first topic. 


To enter subsequent lines for any topic, press 
[<4]. When you complete all subsequent lines, 
press ENTER. 

Second and subsequent lines of the topic are 
hidden and a flashing diamond prompts entry 
of a new topic. You can only see the first line 
of each topic, but you can store large 
amounts of information in one outline. 


To view topic contents, touch SHOW and select 
"Full Topics". All lines are displayed for all topics. 
To return to the regular display, touch SHOW and 
select "1 Line Topics". 


To save the Outline, press ENTER on a blank 
topic. 


Finding outlines 


Outlines are stored alphabetically by title. You can 
find a desired outline using several methods: 
¢ Using Index View 
Use the alphabetical sorting of the outline titles 
and the letter tabs to find the entry. 
¢ Using Search function 
Use the Search function at the left to find the 
entry. 
« Using Keyword search 
Press 2nd then F in Index View, enter a keyword 
and touch Search. 


These methods of finding entries are similar to 
those used for Documents entries. For more 
information, see p. 161. 


Full Topics or 1 Line Topics 


The SHOW menu lets you change your outline 

display as follows: 

¢ 1 Line Topics (default setting) displays each topic 
as one line, and all subsequent lines are hidden. 

¢ Full Topics displays all subsequent lines of multi- 
line topics and subtopics. 


To display Full Topics: To edit a topic: 


1. Display the outline in Detail View. 1. Display the outline in Detail View. 

2. Touch SHOW and select "Full Topics". 2. Press Vand Ato move to the topic you want 
All subsequent lines of all topics are displayed. to edit. 
Use the scroll bar to see topics off the display. You can only edit one topic at a time. 

c= Changing the Show settings for an outline does 3. Press p to edit the topic. 
not affect other outlines. However, a new Outlines When in 1 Line Topics view, hidden lines will be 
entry will use the last settings selected. displayed. If the topic goes off the bottom of the 


— ; screen, a scroll button appears on the scroll bar. 
Revising outlines 


Once an outline has been created, it is easy to 4. Enter your changes directly from the 


revise either the topic text or the outline structure keyboard. 

itself. 

¢ Topics and subtopics can be revised individually. 5. When you complete your changes, press 
- Restructuring is carried out in Detail View. ENTER. 


Selecting topics 


Touch a topic to select it. A flashing diamond 

indicates the currently selected topic. You can also 

move between topics using the cursor keys. 

¢ Press <> V to move directly to the last topic. 

«Press 4} Ato move directly to the first topic (i.e. 
title). 


179 


| 780 


Adding topics 


As your plans and ideas grow, you may want to 
add topics to an existing outline. 


To insert a new topic in an outline: 


7. Display the outline entry in Detail View. 


2. Touch the topic below which you will add the 
new topic (or use the cursor keys). 


3. Touch EDIT and select "New Topic" (or press 
2nd Q). 
fi appears and begins flashing. 
Press <or > to change the level of the new 
topic. 


4. _ Enter the text for the new topic. 
Only one new topic can be inserted at a time. 


5 When you complete your changes, press 
ENTER. 


You can also add a topic between existing topics 
by touching the location and entering the new topic 
from the keyboard. If the existing topics are parent 
topics, the added topic becomes a subtopic. 
However, if between subtopics, this topic will have 
the same level as the topic above it. 


Moving topics 


oS 


You can change a topic's position (even after it is 
saved). 


To move a topic: 


In Detail View, select the topic you want to 
move. 


Touch UTILS and select "Move sem. (or 
press 2nd W). 

The entire topic family is briefly highlighted, 
then replaced by fd (for family). 


Touch the new location and the J moves. 


To complete the move, press ENTER. 
changes back to the full topic family 
contents. 


Topics cannot move to a position above the title. 


Joining two topics 


You can join a selected topic to the topic above it. 
If the entry is in 1 Line Topics mode, change to Full 
Topics first. 


To join two topics: 


In Detail View, select the topic you want to 
join to the one above it. 


Touch UTILS and select "Join 2 Topics". 
The selected topic is joined to the one above 
it. 

No space is inserted between the two joined 
topics, so you may want to edit the new 
joined topic and make changes, for example 
add a space, "and", etc. 


If you attempt to join two topics that will exceed 
2,048 characters when joined, a warning message 
will be displayed and the operation will be auto- 
matically canceled. 


Splitting one topic into two 


1. 


In Detail View, select the topic you want to 
split. 


Touch UTILS and select "Split 1 Topic into 
dip 


Split 1 Topic into 2 


Software Products? 
Jes, HIPS-202 $99.95  $65,60¢ 
A IIIPS-203 $88.95  $55,00d 


The selected topic is displayed with the cursor 
positioned on the first character. 


Move the cursor to the point where you want 
the topic split and touch Split. The old topic is 
split into two topics at the cursor position. 


If a topic with subtopics is split, the subtopics are 
assigned to the new split topic. 
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Outline deletion 
Deleting topics: | 


1. In Detail View, select the topic you want to 
delete. 


2. Press DEL. 
3. Touch Yes to confirm the deletion. 


c= lf you select a topic for deletion, all subtopics 
below it will also be deleted. You may want to 


rearrange an outline beforehand to prevent this. 


Deleting an outline: 


7. Select the outline. 
2. Touch EDIT and select "Delete Outline". 


3. Touch Yes to confirm the deletion. 


%  Youcan also delete an outline by pressing DEL in 


step 2 above. To do this in Detail View, the title 
must be selected. 


Deleting all outlines: 


Touch EDIT and select "Delete Group". 
All Outlines is the only option. 


Touch Delete. 
Touch Yes to confirm the deletion. 


You cannot delete all outlines simultaneously if 
your unit is locked, see p. 84. 


Using subtopics (children) 


Outlines examples used so far have only contained 
one level of topics. This simple outline form may be 
all you need to organize your information. 
However, you can create other levels of topics 
(subtopics) for greater flexibility. 


~ ||° ABC Corp.'s Branches 
~ || oNortheast 
NY Sales office 
¢DC distribution center 
Boston Sales office 
| Central 
«Chicago office (Headquaters) 


l| ¢Memphis Sales office 


¢ Each subtopic belongs to the topic above it. 

¢ Subtopics are created by pressing » before 
entering the topic text. (Press <¢ to promote a 
subtopic). 

¢ Asubtopic can also have its own subtopics, and 
these can continue for 15 levels below the title. 

¢ Topics are often referred to as "parents", 
subtopics as "children", and topics and 
subtopics as a "family". 

¢ A white diamond indicates that the topic is a 
parent. 


Expanding and Collapsing 


To collapse families: 
1. 


2. 


You can expand and collapse an outline to concen- 

trate on the topics and families that interest you. 

¢ Expand/Collapse Subtopics toggles between 
Expand (show all subtopics) and Collapse (hide 
all subtopics). 

¢ Expand Family shows all subtopics for a specific 
topic. 

¢ Collapse All displays only 1st and 2nd level 
topics, hiding all other levels. 


Display the complete outline in Detail View. 6 


Touch SHOW and select "Collapse All". 
All subtopics are collapsed and hidden. 


To expand families: 


1. 


2. 


Display the collapsed outline in Detail View. 
Select the topic you want to expand. 


Touch SHOW and select "Expand Family". 
All subtopics are displayed to all levels. 
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Restructuring families elf you divide a topic that has subtopics (children), 
the second half of the divided topic will become 
the parent of these subtopics. The two parts of 
the original topic will remain on the same level. 

e Do not try to join a topic with a collapsed topic 
above it. If you attempt this, you will be asked to 
confirm the action, and the topic will then be 
combined with the last topic in the preceding 
family. Expand the collapsed topic first to see 
what you are joining. 


You can move, delete, join and divide families just 
as you can topics. However, these operations 
affect the entire family (even if the topic is col- 
lapsed and subtopics are not visible), so proceed 
with caution. 


Restrictions when working with families: 
e You may not be able to change the level of a 
collapsed family in some situations. Other topics 
cannot be moved unless the family is expanded. 
Generally, if you have problems, expand all 
families and try again. 
e You cannot insert a topic between a parent and 
its child at the same level as the parent. 
e When moving topics (or families): 
¢ You cannot demote a topic more than one level 
below the topic directly above it. 

¢ Topics cannot be added below a collapsed 
family; you must expand the family first. 

¢ You cannot promote a topic one level if this 
would split up a parent and child. Move the 
selected topic to another location and then 
promote it. 
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Tools Utilities 


These functions make the unit a powerful commu- 


his is a powerful pocket-size computer with nications tool that keeps you connected to your 
many features that let you accomplish a busy world through PC links, etc. 
broad range of tasks. Tools Utilities allow [Toots "hone ) fseteet)| 

you to connect and transfer data to personal Utilities —— 


computers. You can even send faxes directly from 
Notes, Documents, Scrapbook and Filer. This 
chapter provides explanations and examples of 
the peripheral functions to get you up and running Q = 


with these features. Personal emery Display 


Clock FaxLog Terminal fF 


Fax Log and Terminal. Clock is described in 
Chapter 2 "Desk Accessories" and Terminal is 
described in the manual provided separately. 


Preferences 


Preferences in the lower half of the Tools display 
let you configure operations to suit your personal 
needs. Preferences are described in Chapter 2 
"Desk Accessories". 
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This offers great flexibility in what you can print, from 
current display contents, to single entries and all entries 
in an application or a file. Printing options depend on the 
particular application you are using. The unit has built-in 
printer drivers (software that tells printers how to format 
and print data) for the following printers: 

¢ Canon BJ-10e series 

¢ IBM Proprinter series 

* Epson FX-80, FX-850 and LQ series 

« Hewlett Packard LaserJet II and III series 

¢ Other (US Characters/International) 

You can also print from printers with emulation modes 
for any of the above printers (consult your printer’s 
manual for emulation modes). For information about 
other printers supported by the unit, consult your local 
Sharp dealer. 


Paper source 


The printer paper source can be selected from: 
¢ Use Cut Paper 
« Use Continuous Paper. 


Printer connection 


Because the ZR-3000 supports industry standard 
IrDA, you can print directly to infrared printers that 
also support this, such as many new Hewlett 
Packerd Printers. 


A printer is connected to your unit via the optional 

Sharp CE-IR1 wireless interface: 

¢ Printer Path is set to Wireless (IrDA) as a default 
setting. 

«When using the CE-IR1, select "ASK" as the IR 
Protocol. 

¢ It is possible to change Printer Path to Cable (via 
a direct cable). 

« Hardware compatibility between the CE-IR1 and 
your printer may affect the printing capability. 

¢ For more details, see the CE-IR1 operation 
manual. 


— 


ssh PC Printer 
ZR-3000 Gable Parallel Printer 


ZR-3000 


No extra hardware needed to print to industry 
standard IrDA printers 


IrDA compatible Printers 


Printing restrictions 


Text should always print, but printing of graphic 
images is determined by your particular printer's 
capabilities. Data may not print exactly as shown 
in your entry if the printer does not support the text 
styles used (italics, bold, etc.). Also, because of 
the way in which data sent by the unit is converted 
to characters on the printer, the final printed copy 
may not appear exactly the same as on your unit. 
The following printing restrictions apply: 

« LaserJets may not correctly print Documents 
containing Elite or PS fonts (Elite is available on 
the LaserJet III). If this occurs, select Pica. 
Optional printer-resident fonts (like those on a 
cartridge) cannot be used. 

¢ Proprinter Series supports X24E. Printers that 
emulate other Proprinter models may not function 
properly. 

¢ FX Series supports FX-80 and FX-850. 

¢ LQ Series supports the LQ-510. 

¢ If you use PS font, some printers may not 
correctly print the display image because the font 
of the printer is different from the font of the unit. 
If this occurs, use Pica or Elite font for printing. 


To print an entry: 


1. 


Z. 


Select an application. 
Select the entry to be printed. 


Touch SEND and select "Print". 


Printer Emulation: 
BJ-10e Series bd 


Printer Path: 


L_m protecot: | 
@ IDA © ASK _| 7 
If the entry to be printed is a Contacts/Data 


Files entry, its linked entries are also 
printed. 


Select the printer emulation from the pop-up 
menu. 
BJ-10e Series is the default setting. 


Select Use Cut Paper (default) or Use 
Continuous Paper from the pop-up menu. 
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Select Printer Path from Wireless or Cable. 
When you select Wireless, also select the proper 
IR Protocol ("IrDA" or "ASK"). 


« When using the Sharp CE-IR1 wireless interface, 
select "ASK" as the IR Protocol. 

¢ When printing directly to an infrared printer that 
supports industry standard IrDA, select "IrDA" as 
the IR Protocol. 


When using A4-size paper instead of the 
default Letter-size, press the A key. To return 
to Letter-size, press the L key. A small A 
appears at the top of the Print display when 
A4-size is selected. 


« When using Documents, the page size may be set 
as A4, LETTER or LEGAL using Page Setup. 

¢ The setting will be retained even after the unit is 
turned off or the reset button is pressed. 


When you complete your settings, touch OK. 
Touch Set to save the print settings for future use. 


You can press 2nd SEND to print a single entry. 
However, the print display does not appear so you 


cannot change the settings. It will be printed with 
the current settings. 


To print a specified group of entries: 


1. 
2. 
3. 


Select an application. 
Touch SEND and select “Print”. 


Select group from the “Print:” pop-up menu. 
Select Printer Emulation and Printer Path, if 
required. 


Touch OK. 


Printing the current display 


You can print a copy of almost any display. 
Exceptions are confirmation displays (Yes/No), 
messages, etc. Printing of graphic images de- 
pends on your printer’s capabilities. 


To print the current display: 


1. 
2. 


Go to the display you want to print. 
Press 2nd P. 


«Press ON at any time to cancel printing. 

« Message displayed during transfers or momen- 
tarily displayed cannot be printed. 

¢ With this operation, the print settings cannot be 
changed. If you need to change the settings, 
touch SEND and select “Print”. 


Print Conditions With the optional Sharp CE-FM4 Fax/Modem connected 
to your unit, you can fax single Notes, Documents or 
¢ To cancel printing at any time, press ON. All other Scrapbook entries, or an entire Filer folder. 


key functions are inoperative. c= Fax communication over a cellular phone connection is 


* If you try to print a group of entries with your unit typically less reliable than using a standard telephone 
locked, only non-secret entries are printed. To connection. Please refer to your modem manual for 
print secret entries, you must first unlock your information on your modem's support for cellular, as well 

; ; as cellular communications guidelines. 
unit, see p. 84. 

¢ Entries are printed in Detail View format. For Connecting the Fax/Modem: 
example, collapsed Outlines topics would be 1 #s$T . 

, ; urn your unit off. 
printed without hidden subtopics, etc. y 

¢ When printing graphics, if there is a transfer 2. Connect the Fax/Modem to the Computer 
problem or the print job is canceled while in Link port. 
progress, the printer might not function properly For more information, see the CE-FM4 operation 
until it is turned off and on again. manual. 

¢ If you are in an application other than Docu- 7 
ments, you must remove the paper manually 3. Use a modular telephone cable to connect 
after printing. If you are using a Hewlett Packard the Fax/Modem to the wall jack. 


LaserJet Series printer, the paper will exit 
automatically after printing. 


¢ All four pages of the Notes will be printed even if Fax/Modem 
you have only drawn on one of them. (CE-FM4) 
B, Wall jack 


a 


| 
tant 
Modular cable 
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4. Turn your unit on. 3. Touch the “To:” button. 


rax Directory 


Any of the three files in Contacts or Data Files can 
be designated as the fax directory. Each time you 
send a fax, the unit will allow you to select the fax 
recipient from the fax directory. Once selected, the 
unit will automatically use that person’s fax 
number and extract other information for the cover 
sheet, etc. By default Contact 1 (Business) is 
selected as the fax directory. 


Directory Setup: | 


Memory. 


Fax Directory: 


To set up the fax directory: 


7. From Notes, Documents, Scrapbook or Filer, 


select the entry to be sent as a fax. saudi 


Fax # Field: 
Other Field: 


2. Touch SEND and select “Fax”. 
§. Set all fields to properly match your Contact 
data. 


(use Cover Sheet Name Field: 


Fax # Field: 
Other Field 


6. When you complete your directory set up, 


touch OK. 


c= Fax dialing address information can be entered 
manually without using the fax directory. 


Setting fax options 


To send faxes, the following Fax/Modem options 
must be configured correctly. If you use the CE- 
FM4 Fax/Modem, you can send faxes with the 
default settings. When dial tone is not used or 
dialing does not work properly with the default 
settings, change the Line Type to Pulse. 


Line type: 


Volume: 


Detect: 


Modem string: 


Select from Tone or Pulse. 
Contact your telephone company if 
you are unsure of which to use. 
Select 1, 2 or 3 to adjust the 
speaker volume for dial/connect 
tones. Mute turns the speaker off. 
Select Dial Tone for normal 
settings. If using a line without dial 
tone, e.g. PBX, select None. 
Check the Modem String box and 
enter specific Fax/Modem initiali- 
zation commands if necessary. 
(When using CE-FM4, it is not 
necessary to set this.) 


To configure the Fax/Modem: 


71. From Notes, Documents, Scrapbook or Filer, 
select the entry to be sent as a fax. 


2. Touch SEND and select “Fax”. 
Options) (Cancel) ( Fax )] 


(Use Cover Sheet 
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3. To change the fax options, touch Options. 


4. 


Fax Options 


Line Type: @© Tone © Pulse | 
Volume: @® Mute O1 02 O3 


Detect: @ Dial Tone © Nore 


(_] Modem String: 


Cover Sheet _Cover Sheet _|_ Speed Buttons _} | 


Set all fax options as required. 
To cancel the new settings and return to the 
default settings, touch Restore. 


When you complete your settings, touch OK. 


Cover sheets and headers 


You can set up cover sheets and headers so that 
your name and phone number appear on each fax 


page. 


To set up cover sheets and headers: 
7. Touch SEND and select “Fax”. 


2. Touch Options and then touch the Cover 
Sheet tab at the bottom of the — 


3. Enter the sender’s name and sy acaneieleahon 
number in the header fields. 


4. 


Touch the “From:” button. 


Select the Owner‘s Information to 
be used with: 


() Owner's Name 
C) Position 

(C) Company 

C] Phone # 
C] Fax # 
() Address 


Fax from: 


Select the owner’s information to be used 
with the fax cover sheet. As an alternative to 
step 4, enter “From” information in the text 
box. For more information, see p. 78. 

When you complete your selection, touch OK. 


Check the Use Cover Sheet Graphic box as 
required. To make or edit cover sheet 


| graphics, touch the Cover Sheet Graphic 


button. For more information, see Scrapbook 
on p. 61. 

When you complete your cover sheet graphic, 
touch OK. 


Check the Shorter Cover Sheet box to use a 
shorter cover sheet with less blank space. 


When you complete your Cover Sheet set up, 
touch OK. 


Before sending a fax, check that the home time 
and date set in your unit are correct. If correctly 
entered, your name and fax number plus the time 
and date inserted automatically at the top of each 
page sent by fax. 


Speed buttons 


Frequently-dialed fax numbers can be assigned to 


one of the six Speed Buttons in the Dialing display. 


Touching a Speed Button dials that number 
automatically. 


To set the Speed Buttons: 


Touch SEND and select “Fax”. 


2. Touch Options and then touch the Speed 


Buttons tab at the bottom of the display. 
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Fax Options 


Speed Button 1: 


Nome i 


Select any of the six speed button fields in 
the list. You can now edit the name (6 
characters) and enter a fax number in the 
Number fields below. 


Speed Button numbers can be made secret. 
They are then displayed as asterisks so the 
digits cannot be read. 

To make any Speed Button secret, touch the 
Secret box. 


When you complete your Speed Button 
settings, touch OK. 


Sending a fax 


You can fax a single Notes, Documents or Scrap- 
book entry, or you can fax an entire Filer folder. 
The fax can be dialed automatically or you can use 
manual dialing. 


To send a fax: 


1. 


From Notes, Documents or Scrapbook, select 
an entry, touch SEND and select “Fax”. 

From Filer, select a folder, touch SEND and select 
“Fax”. 


(use Cover Sheet 


Touch the “To:” button, select the recipient 
from the directory, and touch Select. 
To set up the fax directory, see p. 190. | 


You can enter the recipient's information directly 
into the To field, then touch Fax# and enter the fax 
number. 


Check that the fax number is correct and has 
hyphens in the appropriate places. 


Check that the Use Cover Sheet box as 
required. If you check this box, Preview 
appears at the top of the display. 


Touch Preview. 

The recipient's information from the Send Fax 
display is automatically entered into the cover 
sheet. 


Touch Fax. 


Touch to use this: 
201-555-1234 


Citecal 
ClUse 1#*Number 


peed Button 


The directory fax number is displayed after “Touch 
to use this:”. 

¢ Select Local or Use 1+Number. 

¢ You can touch any of the Speed Buttons. 


Complete your settings and touch Start to 
send the fax. 


¢ The unit does not have an automatic redial 
function. A message will indicate if the line is 


busy and the fax transmission will be terminated. 


¢ All four pages of the Notes will be faxed even if 
you have only drawn on one of them. 
When a fax transmission is completed without 
any errors, the fax mode closes automatically 
and the display returns to the last application 
used. 


Some public phones need a special procedure. 


1. 


Go through the normal steps for sending a 
Fax until "Dialing" dialog appears. 


Pick up the pay phone handset, insert a 
credit card into the card slot, and then 
immediately pull it out. 


Plug the phone cable into the data port and 
touch Start on the unit. 


Do not hang up the handset until you confirm 
that the receiving fax machine has picked-up 


and you can hear its fax tone. 
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Manual fax dialing ¢ Status: NG (no good) or OK 


, , ¢ Number of pages sent 
You may sometimes want to dial a fax number ‘To (addiesese) 


manually so that you can hear dial tone and other . Date/Time 
sounds. Manually dialing a fax number with your » Source application 
unit is similar to using the speaker on a conven- - Title 

tional fax machine when dialing. To hear dial tone, 

you must set Volume in Fax Options to 1, 2 or 3. 


For settings, see Setting Fax Options on p. 191. To use Fax Log: 

olf you touch the Manual button, you should hear 1. Touch TOOLS and select "Fax Log". 
a dial tone within a few seconds. = eet ca 

* Dial normally by touching the display number | Sees) 
pad. The manual number is entered in the top : : 
field, then touch Start. t Ho Se EO Se 

- After touching Manual, and initializing the Fax/ : ate 


Modem, the Manual button changes to the 
Hang-up button. Touch Hang-up to stop the fax 
transmission. 


* Press ON to stop fax transmission at any time. ee 

2. Use the scroll bars to move through the list. 
To remove unwanted entries from the list, 
select the entry and touch Delete. 


og Manual fax dialing is not supported when using a 
cellular phone to send a fax. 


Fax Log 
3. To leave Fax Log, touch Done. 
Fax Log is a useful feature that keeps a record of 


the faxes you have sent. Fax Log lets you review 
your transmissions and provides information on 
faxes sent as follows: 
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About fax numbers 

The MORE area provides access to optionally pur- 
chased, Add-on software programs you install as well as 
a generic file storage area called “PC FILES”. 


You may sometimes find a fax number dials too 
quickly for a connection to be made. Dialing can 
be slowed by inserting commas in the fax number 
field (for example, after an area code) for that 


entry. Each comma inserts a one-half second Add-on software programs 


dialing pause. To do this, open the entry and insert Add-on software programs add functionality to 
a comma in the appropriate place(s) in the fax your ZR-3000. These programs are especially 
number field. written for your ZR-3000 by Sharp and independ- 
ent software developers. You cannot run PC 
Conditions for sending faxes software on your ZR-3000. Once installed, you can 


. ; access and run these software programs from the 
When sending Documents entries as faxes, 


certain conditions apply: 


¢ Margin settings on the received fax may not ital zo] &'|- [SS] oss | 
match your Documents entry. a 
- A preset font is used (you cannot select the font 
or size). 


¢ If legal size paper is selected and the receiving 
fax machine has roll paper, legal-size pages are 
printed. If the receiving fax uses single sheets, 
legal-size pages are printed across two single 


sheets. 
| Connecting currently available Add-on software 
csr When you send a fax using Sharp CE-FM4 Fax/ programs for your ZR-3000 and where you can 
Modem ofa Documents entry with its left margin or/ purchase them, consult your Sharp dealer. 


and right margin set to less than 1 inch (2.54 cm), 
an error may occur during transmission. Set the left 
margin and right margin to 1 inch (2.54 cm) or more 
and try to send the fax again. 
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The MORE tool bar: 


[PC FILES] Changes to the PC Files Index 
(see PC Files) 

[RUN] Executes the currently selected 
program (you can also simply 
double touch the program). 
Deletes all programs or the last 


installed program. 


[DELETE] 


Installing Add-on software programs 


In general, Add-on software programs are distrib- 
uted on PC floppy disks. You then need to install 
the software using a PC Link cable or infrared 
adaptor. PC Installer software is usually included 
on the disk. It is also possible that you might 
download Add-on software (e.g. from 
CompuServe) or have software beamed to you 
from another ZR-3000 or ZR-5000 series unit. This 
software could be installed via the PC Files area 
(see PC Files). 

See the directions included in the Add-on software 
program instruction manual for more details about 
installation. 


Deleting add-on software programs 


Using the delete tool, you can delete either all 
installed programs or the last installed program 
(farthest down and to the right in the MORE 


display). You cannot simply delete any individual 


program so be sure to install your program in order 


of importance when possible. 


To delete Add-on software programs: 


1. 


2. 


3. 


From the MORE display, touch DELETE. 


Select “All Installed Programs” or “Last 
Installed Program”. 


Touch Yes to confirm the deletion. 


Using Add-on software programs written for the ZR- 


5000 


In general, all Add-on software programs designed 
for the ZR-5000 series will also work with the ZR- 
3000 except CompuServe for Zaurus that is built 
into this unit. 


PC Files 


From the MORE area of your ZR-3000, you can 
access the PC Files area by touching the PC Files 
icon. PC Files enables you to easily communicate 
with people not using a ZR-3000 (such as PC 
users in your office). PC Files area is a kind of 
“File Manager’ that provides you with the following 
capabilities: 


¢ You can temporarily store incompatible files that 
can’t be used on your ZR-3000 (such as an E- 
Mail attachment sent to you by a co-worker). 
Later you can use the Data Exchange Utility to 
move this file to your PC. 

¢ You can convert ASCII text and RTF files to the 
Documents Application and you can convert 
Excel 3.0 and Excel 4.0 files to the Spreadsheets 
Application. These commands are available from 
the SEND menu in these applications. If you are 
receiving files from a PC user, ask them to send 
files in these formats if possible. You can also 
convert a Documents file into an ASCII text or 
RTF file and put it here. 

¢ You can attach these files to an E-mail attach- 
ment. Because you can store generic file formats 
here, these attachments very likely can be 
viewed by the recipient. 


¢ You can install Add-on software programs from 
here (such as a program downloaded from a 
CompuServe Forum) to the main memory. 

¢ You can beam files stored here to another ZR- 
3000. 

- You can upload files to a remote system using 
the Terminal mode. 


As an example you may create a memo in Docu- 
ments (with graphics) and then convert the file to 
an RTF file (compatible with MS Word). You could 
then attach this file to a CompuServe E-mail and 
send it to a co-worker who could then open the file 
using virtually any Word Processor. The same 


could be done with a Spreadsheets file. 


Letter t. “tiFiLetter to Fra... cca i) 


ZEMi113_ | __[BiNeRy is aT 
“ld 7X [Jan 


[alpha project [FILER 


The files you have got into the PC Files area are 
listed in chronological order. 


199 


PC Files tool bar: ¢ Files beamed (unit to unit) from another ZR-3000 
or ZR-5000 series unit. 


The PC Files tool bar includes the following « From Documents (using the Send menu), you 


Mnctone: can convert a file into an ASCII text or RTF file 
[S’;WARE] Returns you to the MORE display and it will appear here. 
[INSTALL] Installs an Add-on software program to 

the main memory. Add-on software programs in PC Files 


[DELETE] Deletes the currently selected file. 

[TO DOC] Converts an ASCII text file to Docu- 
ments. 

[SEND] Send the selected file to/from another 
ZR-3000 via infrared transmission or 
via optional cable. 


Add-on software programs cannot be executed 
from the PC Files area. You must first install this 
software to the MORE area and then run it from 
there. Simply select the program file and touch 
INSTALL. 


0s When you convert a TXT or RTF PC File imported 
from a PC to a Documents entry by selecting "Get 

There are a number of ways a file might be loaded from PC File" (see p. 175), be sure the last three 

into the PC FILES area including: characters of the File Name are "TXT" or "RTF". 


Getting Files into the PC Files area 


« Attachments detached from an E-Mail message 
(such as CompuServe, LAN E-Mail, etc.). 

¢ Library files downloaded from CompuServe 
Forums. 

¢ Files downloaded using the Terminal Software. 

¢ Files from your PC you downloaded directly 
using the Windows Data Exchange Utility or 
remotely using Sharp’s remote access software. 


«Datadi xchange: 


There are many different ways to exchange data, 
entries, folders, or all entries between your unit and 
other devices, including Sharp organizers and personal 
computers. The table below provides a summary of 
transfer devices, data types, and tasks suited to each 
device. 


c= «Features and capabilities may vary depending 
upon the Sharp or third party software used. 
¢ Sleep function is disabled in all transfer modes. 
¢ Information about Printer and Fax, are described 
in previous sections. 


Fh tee and transfer direction 


<: vom ZR-3000, ->: to ZR-3000 
Transfer (< Prem E S00 yo R300) Peripherals 


device required 


printers 


Remote 


fax : Send faxes 
machine , 


None for 

infrared jdata 

ire fi transfer; [with 
series, Single file | oF 315 1ZR-5000 

Another f bl 
Filer folder orcapie j;series or 
ZR-3000 Spread- transfer. |another 
ZR-3000 


x Data can be transferred between ZR-3000s and from your ZR-3000 to 
a ZR-5700/ZR-5800. 
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Data and transfer direction 
Main Add-on 
application| software 
data programs 


Single entry 

eae file/ 

application NA 

Filer folder mn 

Single file 
——- 
— 


Differs depending on application 


Transfer 
device 


OZ-5000 None for 
OZ-6000 infrared 
OZ-9000 transfer; 


IQ-8900 
IQ-9000 
ZQ-6600 
ZQ-8600 
series 


CE-315L 
for cable 
transfer. 


Software 
lus: 

ireless 

Interface 


or 
CE-137T+ 
null model 
cable or 
Link cable 


File 
transfer 
with other 
personal 
computers 


* Optional software may be required. 
NA: Not applicable 
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Protocol compatibility when transferring data between your ZR-3000 and other devices 
(".~ " means compatible, "—" means not compatible) 
| pangterting toe [a et ating on 28900 
Transferringto: [~ SSCOIDAC*C“‘CSNCSC#*NSOO#C#C#*é‘“‘(W’SNN’NC#SANSKSCOC“‘N’N”NCN#C#C#C*«d;’, 
a ZR-5000 series or OZ/I@/ZQseriesunit_ | —S—S—S—S—CST ws 
PAPC Printer} aa fe GER J 
| infrared Printer [| 


Protocol compatibility when transferring data between your ZR-3000 and a PC 
("47 " means compatible, "—" means not compatible) 


| Protocol setting on ZR-3000 
To use this software: via this connection: | DA 


Sharp ZR-AP2 
(forWindows95) | CERO | 
| Your PC'sinfraredport®§ | 
SharpZR-AP1 | CENROIRAIRS | 
(for Windows 3.1) [| Your PC'sinfraredport™ | 

SharpZR-PL2 | CCEIROIRG/IRS | 
(Remote Link) | Your PC'sinfraredport® | 
: ee ed 

ee 

a ee 


Sharp ZR-PL1, PG1, 
and PG2 mail products 
CE-IR5 Check with Manuf. 

Your PC's infrared port’ 


* Some PCs (including most Sharp Notebook PCs) have an "ASK" infrared mode. If this is the case, you may be able to use your PC's infrared port 
with these software programs after you set the ZR-3000 to "ASK" protocol. Also note that to use Zaurus with PCs in the IrDA mode, a Windows 95 
driver from Microsoft may be necessary if you don't already have it. 


Notes: « You must select "IrDA" or "ASK" as the IR protocol depending on the device that you want to communicate with. There is a separate setting 
for PC-Link (in TOOLS), Unit to Unit (in the SEND menu), and Printing (in the SEND menu). 
¢ Certain models or accessories named here may not be available in your country. Check with your local Sharp dealer concering availability. 


Other PC-Link products 
(RuppLynx, Intellilink, etc.) 
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rewith Other-Sharp: 


Your unit can transfer data with other Sharp Devices as 

follows: 

« ZR-3000 to ZR-3000 via infrared transfer or cable. 

¢ To/From ZR-5000 series units via infrared transfer or 
cable. 

¢ To/From OZ-5000/OZ-6000/0Z-9000/IQ-8900/IQ-9000/ 
ZQ-6600/ZQ-8600 series units via infrared transfer or 
cable. 


Data transfer between ZR-3000s or with 
ZR-5000 series 


Data can be transferred easily from one unit to 

another using the GET and SEND keys. You can 

also use SEND Unit to Unit via infrared port or 

Data Transfer Cable. 

¢ Transfer procedures vary according to whether 
single entries, folders, files or all entries are 
transferred. 

¢ Single entries or all entries can be transferred for 
Activities, Notes, Documents, Outlines, 
Spreadsheets (between ZR-3000 or to/from ZR- 
5700/ZR-5800) and Scrapbook. 

« Single entries or all file entries can be transferred 
for Contacts and Data Files. 

¢ Single folders can be transferred from Filer. 

¢ Single file can be transferred for PC Files. 

¢ To transfer whole applications, files, or entries 
marked as secret, both units must be unlocked, 
see p. 84. 


Wireless infrared transfer (Beaming) 


¢ Wireless transfer is possible with another 
ZR-3000, with a ZR-5000 series unit or with a 
OZ-5000/0Z-6000/OZ-9000/IQ-8900/IQ-9000/ 
ZQ-6600/ZQ-8600 series unit. Please note that 
when transferring data to a unit besides another 
ZR-3000, you must change the transfer protocol 
to "ASK". (See the chart on page 203.) 

¢ No special hardware is required for wireless 
infrared Unit to Unit transfer. 

¢ The units must be correctly aligned so their 
infrared ports face each other and are less than 
50 cm (20 inches) apart, see p. 225. 


¢ The units should not be more than three-quarters 
open during transfer or the infrared beam might 
be blocked. 


¢ No special software setup is required to transfer 
single entries or folders using the GET and 
SEND keys. 


¢ Keep the infrared port clean with a soft, dry cloth. 
. Dust on the port restricts data transfer. 


¢ Avoid direct sunlight. 

¢ Infrared transfer is simple, but it is easily affected 
by ambient conditions such as external light, 
distance, transfer angle, etc. Received data 
should be confirmed after the transfer. 


Quick transfer 


Single entries can be quickly exchanged between 
two units at any time using the wireless infrared 
transfer. 


To quickly transfer single entries: 


1. 


2. 


Turn both units on. 


On the sending unit, select the entry you 
want to send in Index View or Detail View. 


Press GET on the receiving unit. 


Press SEND on the sending unit. 

The entry is transferred and added to the proper 
application data in the receiving unit. It will also be 
assigned to the IN folder in Filer. 


Unit to Unit transfer 
Unit to Unit transfer lets you send: 


¢ Single entries or all entries for Activities, Docu- 
ments, Notes, Outlines, Spreadsheets and 
Scrapbook. 

¢ Single entries or all file entries for Contacts and 
Data Files. 

¢ Single files for PC Files. 

¢ Filer folders. 


For Unit to Unit transfer to take place correctly: 


¢ Both units must use the same path; Cable or 
Wireless. 

¢ If Cable is selected, connect the optional Data 
Transfer Cable CE-315L between the two units. 
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¢ Check the orientation of the cable when it is 
connected. 

¢ Disconnect the cable as soon as the transfer is 
completed to conserve battery power. 

¢ If Wireless is selected, correctly align the two 
units so that their infrared ports face each other 
and are less than 50 cm (20 inches) apart. 


To perform a Unit to Unit data transfer: 


1. 


2. 


Open the application. 


Touch SEND ee then select “Unit to Unit’. 


| © sone ee : 
O Receive 
1 Unit to Unit Path: 


IR Protocol: 
@ DA O ASK 


Touch Send and select the entry/entries from 
the pop-up menu. 


When sending Contacts or Data Files entries, 


check the With Link Information box as 
required. 


Select the Unit to Unit Path from Wireless or 
Cable. When you select Wireless, also select 
the proper IR Protocol ("IrDA" or "ASK"). 


When you complete your settings and the 
other unit is ready to receive data, touch OK 
to transfer the data. 


To receive a Unit to Unit data transfer: 


1. 


Open the application you want to receive. If 
you are in the Contacts, Data Files or 
Holiday, also select the file. 


Touch SEND and then select “Unit to Unit’. 
Select Receive. 


Select Unit to Unit Path from Wireless or 
Cable.When you select Wireless, also select 
the proper IR Protocol ("IrDA" or "ASK"). 


When you complete your settings, touch OK 
and wait for the data to be transferred. 


For detailed steps for the OZ-5000/OZ-6000/OZ- 
9000/IQ-8900/IQ-9000/ZQ-6600/ZQ-8600 series, 
see the respective manual. 


Corresponding applications 


When transferring data from your unit to OZ-5000/ 
OZ-6000/O0Z-9000/IQ-8900/IQ-9000/ZQ-6600/ZQ- 
8600 series, the following applications correspond: 
Schedule - Appointment 

To Do - To Do 

ANN 1 - Holiday (Yearly by date) 

ANN 2 - Holiday (Yearly by day) 

Tel 1 - Contact 1 

Tel 2 - Contact 2 

Tel 3 - Contact 3 

User File 1 - Data File 1 

User File 2 - Data File 2 

User File 3 - Data File 3 

Notebook, Memo - Documents 

Outline - Outlines 

Scrapbook - Scrapbook 


¢ For Appointments, Contacts and Data Files 
entries, if the Filter function is turned on, only 
filtered entries are sent. For Filer, transferred 
entries are stored in the proper source applica- 
tions and are also automatically assigned to the 
IN folder on the receiving unit. After the transfer, 
move IN folder data to another folder, see p. 75. 

« When transferring data from the OZ-5000/OZ- 
6000/OZ-9000/IQ-8900/IQ-9000/ZQ-6600/ZQ- 
8600 series to the ZR-3000 from an application in 
different format, a warning message may be 
displayed. 


You should check whether all the data was 
transferred successfully after selecting OK. 


Transfer conditions 


¢ Press ON at any time to cancel a transfer. 

¢ Received data is stored and appended to 
existing data in the selected application. 

¢ After a transfer using GET and SEND on the 
keyboard, the data is also automatically assigned 
to Filer’s IN folder so that you can check it. 
Always try to keep the IN folder empty. 

¢ For Contacts or Data Files, the receiving file 
must be set up with the same fields. If a field type 
(text or picture) is different, the field cannot be 
transferred. 


Be sure that the sending unit does not have a 
blank (no characters) Telephone/Contact or User 
File/Data File field name or else the ZR-3000 will 
not be able to receive information (an error 
message will appear). 


¢ GET and SEND on the keyboard do not work for 
cable transfers. These keys initiate an infrared 
transfer regardless of the selection for Unit to 
Unit path or if a cable is connected. 

¢ Transfer of data via the infrared port requires no 
other devices. However, infrared transfer is easily 
affected by interference from ambient conditions. 
Use the optional data transfer cable CE-315L to 
ensure a more reliable connection, see p. 205. 
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fer with: Othe 


Your unit can exchange data with personal computers 
(PCs) and other computers. 


PC Link 


Using Sharp’s optional PC Link software and 
hardware package (or third party software pack- 
ages), you can exchange data with a personal 
computer. 

Some PC Link software allows data transfer via 
the infrared port using the optional wireless 
interface. You can also use your unit in a remote 
location, then transfer the data to your desktop 
computer when you return to your office. 

To check the availability of PC-Link products that 
perform these functions, consult your Sharp 
dealer. 


To set up your unit for use with PC Link software for 
ZR-3000 series: 


1. 


2. 


Make sure your unit is turned off. 


For infrared transfer, connect the wireless 
interface to your PC. For details, see the 
manual for the link software or the wireless 
interface. 

For cable transfer, connect the PC Link cable to 
the 15-pin cable jack on your unit, and to an 
available communications port on your PC. 


Press ON. 


Touch TOOLS and select PC Link. 
| PC Link Satup 


IRProtocot @ EDA 
O Ask 


Select this fer 
coanunicatins with 
older 6Z271@ PC 


Select the PC Link Path from Wireless or 
Cable, then touch OK. When you select 
Wireless, also select the proper IR Protocol 
("IrDA" or "ASK"). 

Your unit is now ready for transfer. For further 
transfer procedures, check your PC Link software 
manual. 

Press ON at any time to exit the PC Link mode. 
You can also use the PC LINK button at the left of 
the display. Pressing PC LINK puts your unit into 
PC Link mode directly to exchange data using the 
last selected data transfer method. 


To set up your unit to use PC Link software for 
OZ-7000/OZ-8000/YO-600/ZQ-5000/IQ-7000/IQ-8000/ 
ZQ-6000 series: 


1. 
2. 


Make sure the unit is turned off. 


Connect the PC Link cable to the 15-pin 
cable jack on your unit, and to an available 
communications port on your PC. 


Press ON. 
Touch TOOLS and select PC Link. 


Touch Cable (Import). 
Your unit is now ready for data transfer. 


For detailed steps for the PC Link software for OZ- 
7000/OZ-8000/Y O-600/ZQ-5000/IQ-7000/lQ- 
8000/ZQ-6000 series, see the respective manual. 


Corresponding applications 

When transferring data between OZ-7000/OZ- 
8000/YO-600/ZQ-5000/IlQ-7000/IQ-8000/ZQ-6000 
series and ZR-3000, the following applications 
correspond: 

¢ Schedule - Appointment 

* To Do - To Do 

¢ ANN 1 - Holiday (Yearly by date) 

¢ ANN 2 - Holiday (Yearly by day) 


¢ Tel 1 - Contact 1 

¢ Tel 2 - Contact 2 

¢ Tel 3 - Contact 3 

¢ User File 1/Business Card - Data File 1 
¢ User File 2 - Data File 2 

¢ User File 3 - Data File 3 

¢ Memo - Documents 

¢ Outline - Outlines 


To exchange data with a OZ-5000/OZ-6000/O0Z- 
9000/IQ-8900/IQ-9000/ZQ-6600/ZQ-8600 series 
unit, use the wireless transfer method (see p. 204) 
or Unit to Unit transfer method (see p. 205). 


Organizer Link software for Other Sharp 
Products 


To use Organizer Link software (designed for OZ- 
7000/02-8000/Y O-600/ZQ-5000/IQ-7000/IQ-8000/ 
ZQ-6000 series), the following conditions apply. 


When sending data: 


¢ Application data not supported by Organizer Link 
cannot be sent. (Data File 1 corresponds to 
Business Card in the OZ-8000/YO-600/IQ-8000/ 
ZQ-6000 series.) 

¢ If you try to exceed link character transfer limits, 
excess data is not sent. 
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¢ Documents entry tab codes are converted to 
carriage return [+] characters on a computer. If 
you restore the Documents entry to your unit, 
converted carriage returns do not change back to 
tab codes, so the original layout (and text styles) 
are lost. 

¢ The first 20 characters (or first line of text) of a 
Memo entry received as a Documents entry are 
entered as a title and also appear in the text. If 
you restore this data to the computer, the title (or 
first 20 characters) are redundant. 

¢ For Contacts, free field names and contents 
cannot be sent over a |Q-7000/OZ-7000 series 
Organizer Link. 


When using OZ-8000/IQ-8000 series Organizer 

Link: 

¢ You cannot transfer the following data: DAILY 
ALARM, TEL FILE NAME, TEL/BUSINESS 
CARD (corresponds to Data File 1) FREE FIELD 
NAME and USER’S DICTIONARY (corresponds 
to Word key). If you attempt these transfers, no 
error messages are displayed, but the data is not 
transferred. 

¢ You cannot transfer a Data File 1 (Business) 
entry if it has no data in its Name field, and you 
cannot transfer any complete file containing such 
an entry. 


When receiving data: 


¢ If an Outlines entry exceeds 32 KB, only the first 
32 KB of data are received by your unit. Any 
subsequent text and entries are not transferred. 

¢ For Memo entries received in Documents, the 
first 20 characters, or the first line of text, are 
entered as a title and also appear in the text field. 

¢ For Memo entries received in Documents, the 
number of pages displayed in Index View are 
shown as **. Once data has been transferred, 
open the entry in Detail View and store it again 
after pressing BS or making some changes. 

¢ Only suitable application data can be transferred. 
(Period mode data from the OZ-8000/IQ-8000/ 
YO-600/ZQ-6000 series cannot be received by 
your unit.) 

- If you used free fields in TEL (corresponds to 
Contacts) or Business Card or User File (corre- 
sponds to Data Files) on the other unit, you must 
set the number of fields in Contacts or Data Files 
on your unit to be the same (e.g. 8 for the 8000 
series) before transferring information, or the 
data in the free fields is not transferred to your 
unit. Also, if a field type (text or picture) its 
different in the two units, it cannot be transferred. 


¢ When transferring Business Card entries from a 
YO-600/ZQ-6000 or OZ-8000/IQ-8000 series unit 
to Data File 1 or vice versa, data is entered into 
the corresponding fields. Even if Data File 1 
fields are renamed, data is transferred to or from 
the fields with corresponding default names. 

¢ When receiving a Business Card entry, if field 
contents would exceed 2048 characters (the limit 
for a Data File 1 entry), neither that field nor any 
subsequent fields of the Business Card entry are 
transferred. 


Certain built-in or optional applications allow your unit to 
serve as a powerful hand-held data communications 
tool. Connecting to a variety of information services or 
networks via telephone or cellular phone lets you stay in 
touch with the world, wherever you are. 


Remote Link 


Remote Link allows you to exchange information 
between your unit and a PC, more flexibly than 
ever. This gives you greater control and security 
for your data, and is especially valuable for people 
who spend a lot of time on the road and away from 
their office PC. 

Optional Remote Link software for your personal 

computer is required to use the Remote Link 

function. 

« Remote File Access lets your unit directly access 
your PC's data via a remote connection, e.g. a 
cellular phone. 

¢ Enhanced Import/Export utilities now allow you to 
exchange data with a PC via the Infrared link in a 
wide variety of standard file formats. 

¢ Direct Import/Export utilities let you read or write 
data for popular PC applications, including 
Microsoft WORD and EXCEL, for full compatibil- 
ity with your PC. 


¢ For details, see the Remote Link software 
manual. 
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Terminal Mode 


Terminal mode is a special utility which allows your 
unit to work as a powerful data communications 
tool. Together with an optional fax modem, you 
can use Terminal mode to exchange data with a 
remote computer or system, or link to a BBS 
(bulletin board service) for on-line information 
access. 


Terminal mode provides a wide range of data 
communication settings and methods, allowing 
you to connect to almost any computer or system. 
For full details of Terminal mode, see the separate 
manual provided with your unit. 


Message 


Optional Zaurus Mail (ZR Mail) software for your 

personal computer is required to use the Message 

function. Message lets you send and receive 

messages and data to/from other unit’s users. 

¢ You can use your personal computer as a host 
for sending and receiving messages. 

- You can also attach messages when sending 
and receiving Filer folders and PC Files. 

- For details, see the Zaurus Mail software manual. 


CompuServe Access 


CompuServe Access allows you on-line access to 

CompuServe using your unit. Simply select 

CompuServe from E-Mail, connect to a telephone, 

and you're ready to get on-line! Now you no longer 

need to carry around a bulky PC just to stay in 

touch on the road. The CompuServe Access lets 

you use your unit to: 

¢ Send and receive mail via CompuServe, Internet 
and other electronic mail networks and services. 

¢ Obtain up-to-the-minute news. 

« Join one of CompuServe's many exciting special- 
interest forums. 

¢ Use the touch-pen for all convenience of a true 
graphical user interface (GUI). 


¢ For details, see the separate manual provided 
with your unit. 


v:Notations« 


Key Representation in text Function 


ACTIVITIES Opens the Activities application. 


A. Key Notations 
B. Reset 


Opens the Contacts application. 
Press again to switch between 
Contact 1, 2 and 3. 


@ contacts 


©. Troubleshooting Opens the Data Files application 
pens the Data Fi plication. 
D. Battery Replacement i Ars Press again to switch between 


ifi i 1 3 ° 


DOCUMENTS Opens the Documents application. 
OUTLINES Opens the Outlines application. 


=i SPREADSHEETS Opens the Spreadsheets 
: application. 


DX] E-MAIL Opens Communications applica- 
tions. 


Puts your unit into PC Link mode. 
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Key _ Representation in text 


Agee henley gue 
Otc oencasere® 


GET 
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CALC 


SCRAPBOOK 


FILER 


SEARCH 


TOOLS 


MORE 


ON 


QUIT 


OFF 


GET 


Function 


Opens the Calculator. 


Opens the Scrapbook. 


Opens the Filer. 


Initiates the Search function. 


Opens utilities and user prefer- 
ences. 


Accesses installed Add-on soft- 
ware. 


Turns the unit on. 


Interrupts printing and data 
transfer. 


Turns the unit off. 


Receives data from another unit 
via the infrared port. 


Key Representation in text 


SEND SEND 
2nd SEND 
DEL DEL 
4> DEL 


CAPS 
CANCEL 


MENU MENU 


Function 


Sends data to another unit via the 
infrared port. 


Prints selected entry or folder 
when a printer is connected. 


Deletes the character to the right 
of the cursor when entering or 
editing data. Deletes entries in 
Index mode. 


Deletes the line at the cursor 
location. 


Caps lock key; switches letter keys 
between uppercase and 
lowercase. 


Clears entries that have not been 
stored. Cancels a menu, selection 
or operation; returns to a previous 
display. 


Opens the tool bar menu. 


Key Representation in text 


NEW NEW 


4> NEW 
PREV 
wd NEXT 
ae ee, 
C1)-C) 
471-0 


4> BS 


Function 


Opens a new entry in an applica- 
tion. 


Clears field contents when enter- 
ing or editing data. 


Moves the cursor between fields. 
Steps up through entries or 
screens. Continues a keyword 
search backward. 


Moves the cursor between fields. 
Steps down through entries or 
screens. Continues a keyword 
search forward. 


Enters numerals 1 to 0. 
Enters symbols. 


Enters a hyphen. 


Enters the symbol +. 


Backspace key; deletes the 
character to the left of the cursor. 


Enters the symbol =. 


Key Representation in text 


(A)-(ZJA-2Z 
2nd Q 
2nd W 


2ndE 
2nd R 
2nd T 
2nd Y 


2nd U 


2nd | 


2nd O 


Function 


Enters the letters A to Z. 


Inserts a new topic in Outlines. 


Moves family in Outlines. 
Shows/Hides Linked Entries in 
Contacts/Data Files. 


Expand/Collapse topics in Outlines. 


Redo an undone operation in 
Spreadsheets. 


Stamps the current local time at 
the cursor position in an entry. 


Sets the text style to plain in 
Documents and Spreadsheets. 


Underlines any text style in 
Documents and Spreadsheets. 


Sets the text style to italics in 
Documents and Spreadsheets. 


Sets the text style to bold in 
Documents and Spreadsheet. 
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Key Representation in text 
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2nd J 


2nd K 


2nd L 


2nd Z 


Function 


Enters PM in a time field. 


Prints the current display (with 
printer connected). 


Enters AM in a time field. 
Calls the on line help feature. 


Stamps the current local date at 
the cursor position in an entry. 


Searches for specific text in any 
application(s). 


Enters an accent mark (then 
enter a letter). 


Enters an accent mark — (then 
enter a letter). 


Enters an accent mark — (then 
enter a letter). 


Enters an accent mark ~ (then 
enter a letter). 


Undo [DEL] in Notes and last 
operation in Spreadsheets. 


Key Representation in text 


2nd X 


2nd C 


2nd V 


Function 


Cuts the specified text, picture or 
entry to the clipboard (for pasting). 


Copies the selected text, picture or 
entry to the clipboard (for pasting). 


Pastes text, a picture or an entry 
from the clipboard to the cursor 
location. 


Enters an accent mark ~ (then 
enter a letter). | 


Enters the Swedish character A. 
Enters the French character @. 
Enters the German character B. 
Enters a carriage return. 

Enters a tab in Documents. 


Switches letters between uppercase 
and lowercase when held. Enters 
symbol above a key when held while 
the key is pressed. 


Key Representation in text Function Key Representation in text Function 


: Enters a comma. ENTER ENTER Executes operations, stores 
7. entries in memory. 
2nd, Enters a double quotation mark. 


ee 2nd ENTER Stores a copied entry as a new 
, Enters a quotation mark. entry, leaves the original entry 


Enters a period. For Calculator, a unchanged. 


[+ | keyboard period acts as a decimal (>) > Moves the cursor one character to 
point. the right. In Outlines, demotes a 
topic one level (to the right). 


2nd. Enters a semicolon. 
>. Fniarss- colon: 2nd » Moves the cursor to the end of a line. 
2nd Press with another key to access (4) < Moves the one one character to 
2nd keyboard shortcuts the left. In Outlines, promotes a 
topic one level (to the left). 
WORD Accesses the user word list. ond < Moves the cursor to the beginning 
4> WORD Enters a slash. of a line. 
A Moves the cursor up one line. 


display. Scrolls the display up. 


2nd A Moves the cursor to the beginning 
of a field, or moves the cursor to 


SPACE SPACE Space key. first line of a field. 


4> SMBL Enters a question mark. 


7 
WORD 

2 SMBL Accesses the symbol selection (a) 
SMBL 
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Key Representation in text Function Strong impacts, exposure to electrical fields, and 
other unusual conditions may render the unit 


lw) Vv Moves the cursor down one line. inoperative (pressing keys and touching the 
Scrolls the display down. display has no effect). If this occurs, you must 
Se a ee oe press the RESET switch on the back using the 
2nd ¥ Moves the cursor to the end of a touch pen or a similar object. Conditions that make 
field, or moves the cursor to last the unit inoperative may also erase part or all of 
line of a field. the data stored in memory. 


o= Do notuse sharp objects or objects with break- 
able tips to press the RESET switch. 


AH Reset operation 


If the unit still fails to function after being reset with 
the procedure above, or if you forget the password 
to be entered at start up, you must reset the unit 
using a more complicated procedure. 
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To perform an All Reset operation: 


71. Hold down ON while pressing and releasing 
the RESET switch. 


A message appears. 


2. Release ON. 


3. Touch No. 
The built-in clock and any set daily alarms will 
be reset. 


c= Do not touch Yes in step 3 (as this will delete all 
unit data). However, if you forget the password for 
the start-up display, to use the unit you must touch 
Yes and lose all your data. 


When the unit is not functioning properly, refer to 
the list below for solutions before contacting your 


Sharp dealer. 


The display remains 
blank after pressing 
ON. 


touch buttons has no 
effect. 


The entire keyboard 
including OFF does 
not function. 


"Not enough memory" 
displayed. 


« Make sure the battery 
replacement switch is in 
the NORMAL 
OPERATION position. 

¢ Adjust the LCD contrast, 
see p. 12. 

¢ Install new batteries, 
see p. 221. 


In Note, unlock the 
keyboard by touching 
KEYS at the top of the 


The memory is full or 


Memory, see p. 79. 
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"—Probiem | Souton |--General guidetines 


Alarms don't sound at |Enable alarms using Your unit uses the following battery types: 
set times. TOOLS/Sound, see p. 80. 


E 
Pressing a touch Calibrate the touch panel 
button or touching the jusing TOOLS/Display, 
display has no effect |see p. 13. 
(or an operation which 
is not selected occurs). 


Memory Lithium 
backup battery 


c= Important points to remember when installing new 


Transferring a Be sure that the baitonee: 

Telephone or User File }sending unit does not peeled ; 
entry (from an have a blank (no ¢ Be certain to use alkaline batteries with your unit 
Electronic Organizer) |characters) Telephone/ under normal conditions. 

results in the following |Contact or User File/ - Be sure not to use manganese batteries or nickel 
error message: "The | Data File field name. cadmium rechargeable batteries. These are 


alte one easily mistaken for alkaline or lithium batteries. 


information in an ¢ Do not remove operating batteries and the 
incompatible format. memory backup battery at the same time (this 
This unit can't receive will result in the loss of all stored data). 
this data." ¢ Backup important data before replacing batteries. 
¢ Replace both operating batteries at the same 
time with new batteries of the same type. 
¢ The memory backup battery is installed at the 
factory. It drains slightly during shipment and 
distribution, so it may not achieve the lifetime 
indicated in the specifications. 


Caution: 


¢ Keep batteries out of the reach of children. 

¢ If the unit will not be used for a long period of 
time, turn the unit on once a month and confirm 
that BATT doesn't appear at the top of the 
display (or replace the batteries beforehand). 
Leaving spent batteries in the unit may cause 
battery leakage and damage from corrosion. 

« Do not dispose of batteries in a fire, this may 
cause explosions. 


Replacing operating batteries 


When using the unit, if BATT appears at the top of 
the display, the operating batteries may need to be 
replaced. To confirm this, turn the unit off and then 
on again. The unit will display a message if the 
operating batteries need to be replaced. 


To replace the operating batteries: 


1. 
2. 


4. 


Turn the unit off. 


Set the battery replacement switch on the 
back to "REPLACE BATTERIES" (the red dot 
is visible). 


Slide the operating battery cover off. 


Remove the old operating batteries. 
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5. Insert two new LR6(AA) operating batteries. 
Align them correctly for positive (+) and 
negative (-) polarity, as shown in the battery 
well. 


6. Replace the operating battery cover. 


7. Set the battery replacement switch to the 
"NORMAL OPERATION" position. 


If nothing happens when you press ON: 


¢ Setting the battery replacement switch to "RE- 
PLACE BATTERIES" shuts off operating power. 
Check that this switch is set to "NORMAL 
OPERATION". 

« Repeat the battery replacement procedure step 
by step. 
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Replacing the memory backup battery 


The memory backup battery has an expected 
lifetime of about five years under normal condi- 
tions (temperature extremes can shorten this 
lifetime). Replace the memory backup battery 
every five years. 


WARNING: 


When the operating batteries are depleted, replace 
them promptly with new batteries. If depleted 
operating batteries are not replaced, the memory 
backup battery is drained more quickly than 
normal. 


Viemory backup battery lifetime (approx.): 


¢ 3 months (if operating batteries are depleted) 
¢ 5 years (when operating batteries are replaced 
promptly) 


Do not replace the memory backup battery if the 
operating batteries are weak, as this may result in 
the loss of all data. If necessary, replace the 
operating batteries before replacing the memory 
backup battery. 


( 


To replace the memory backup battery: 


1. 


2. 


Turn off the unit. 


Set the battery replacement switch on the 
back to "REPLACE BATTERIES" (the red dot 
is visible). 


Undo the screw from the memory backup 
battery cover. 


Use a ballpoint pen or a similar object to 
remove the old memory backup battery. 


Insert anew CR2032 battery, positive (+) side 


Replace the backup battery cover and secure 
it with the screw. 


Set the battery replacement switch to the 
"NORMAL OPERATION" position. 
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If nothing happens when you press ON: 


¢ Setting the battery replacement switch to "RE- 
PLACE BATTERIES" shuts off operating power. 
Check that this switch is set to "NORMAL 
OPERATION". 

« Repeat the battery replacement procedure step 
by step. 


Model: 
Display: 


Electronic unit 
Applications: 


Desk accessories: 


Memory capacity: 


ZR-3000 
320 x 240 dot matrix liquid 
crystal display 


Activities, Contacts, Data 
Files, Notes, Documents, 
Outlines, Spreadsheets and 
E-Mail 
PC Link, Calculator, Scrap- 
book, Filer, Search, Tools and 
More 
1 MB (User area: Approx. 665 
KB) 
Appointments capacity: 
Approx. 9,600 entries 
Contacts capacity: 
Approx. 9,900 entries 


These capacities assume the 
following average entry sizes 
and only apply when all the 
available memory is commit- 
ted to a single function. 
Appointments: 32 characters/ 
entry 
Contacts: 16 characters/entry 
in the name field 12 
characters/entry in 
the number field 


Maximum data per entry: 
Documents: 16 Kbytes 
Outlines: 32 Kbytes for an entire outline, 
2 Kbytes for each topic 
Contacts/Data Files: 
2 Kbytes for text data, 61.7 


Kbytes for graphics data 
Others: 2 Kbytes 

User interfaces: Touch panel, keyboard 

Other features: Secret function, data transfer, 
keyword search, messages, 
etc. 

Calculator 

Digits: 10 

Functions: Addition, subtraction, multipli- 


cation, division; constant, 
square root, percent, memory 
calculation, date calculation, 
paperless printer. 


Clock 


Crystal frequency: 


Accuracy: 


Display : 


Time system: — 
Other functions: 


32,768 Hz 

Average variance per day, 1.5 
seconds (at 25°C/77°F). 

Year, month, day, day of 
week, hours, minutes, AM/PM, 
city names. 

12 hour or 24 hour 

Date and time for world cities. 
Daylight saving time (DST) 
function. 


Peripherals and transfer interface 


IR send distance 


Cable jack: 


¢ 50 cm (20 inches) maximum 
at speeds of 9600 bps to 
115 Kbps using IrDA- 
compatible protocol. 

¢ 50 cm (20 inches) maximum 
at speeds of 9600 bps using 
Sharp IR (ASK) protocol. 

« IR distance may change 
depending on the system 
used. 

15 pin 
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General 
Power: 


Operating: 


Battery ( The EA-23E AC 
Adaptor and CE-BK1 battery 
pack are optional.) 

3 V DC alkaline batteries 
(LR6 x 2) 


* Be certain not to use manga- 


Memory backup: 


Power consumption: 
Battery lifetime: 
Operating 


nese or nickel cadmium 
batteries. These may be 
easily mistaken for alkaline or 
lithium batteries. 
3 V DC, lithium battery 
(CR2032 x 1) 
0.4W 
Varies depending on usage. 
¢ 100 hours approx. 
3 months of 1 hour per day 
(approx.) continuous display 
at ambient temperature of 
23°C (73°F). 
« 55 hours approx. 
1.5 months of 1 hour per 
day (approx.) use, searching 
data for Sminutes and 
display for 55minutes, at 
ambient temperature of 
23°C (73°F). 


Memory backup: 

¢ 3 months approx. (with 
depleted operating batter- 
ies) 

¢ 5 years approx. (with 
replacement of depleted 
operating batteries). 


Operating temperature: 
32° to 104°F (0° to 40°C) 
Dimensions: 
Open: 160(W) x 171(D) x 22.4(H) 


Closed: 


Weight: 


Accessories: 


mm 

(6-5/16(W) x 6-23/32(D) x 
7/8(H) inch) 

160(W) x 90(D) x 26(H) mm 
(6-5/16(W) x 3-1/2(D) x 
1-1/32(H) inch) 

Approx. 310 g (0.68 Ib) 
including batteries 

Alkaline batteries LR6(AA) x 
2, lithium battery CR2032 x 1 
(installed), operation manuals, 
touch pen 


A 


AC Adaptor 54 
Accessing 


Entries using calendar views 118 


Secret entries 84 
Accessories 55, 93, 185 
Activities 113 

Appointment 119 

Birthday/Ann 126 

Calendar 113 

Changing type 138 

Holiday 128 

To Do 130 
Adding 

Labels 134 

Picture to an entry 151, 174 

Text to graphic entries 64 

Topics 180 

User's Cities 89 
Add-on Software 36, 197 

Deleting 198 

Installing 198 
Alarms 

Daily 90 

Disabling all alarms 91° 

Appointments 125 


Align 164 


All Reset 218 
Anniversaries 126 
Appendices 213 
Appointments 119 
Alarms 125 


Editing 121 
Making an entry 17, 119 
REPEAT function 123 


Application buttons 46 


-Assigni 


ng 

Due date 130 

Entries to Filer folders 26, 67 
Labels 134 

Priority 131 


Automatic dialing 194 


Backing up data 37 


Battery 


Installing 10 
Lifetime 36, 54, 226 
Memory backup 220 
Operating 220 


22/ 


Pack 54 
Replacing memory backup 222 
Replacing operating 221 
Before use 45 
Birthdays 126 
Blocks of text 
Copying/moving 109 
Working with 104 


C 
Calculator 33, 55 
Changing part 57 
Inserting new values 57 
Performing 55 
With dates 58 
With other entries 60 
Calendar views 19, 113 
Changing default 113 
Day 114 
Month 115 
Week 117 
Weekly Graph 117 
Year 115 
Canceling indents 166 
Caring for unit 44 
CE-137T level converter 201 
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Changing 
Calendar view format 113 
Contacts/Data Files 139 
Display character size 162 
Fax options 191 
Home City 14, 88 
Indents 167 
Password 85 
Text styles 164 
Chapters 41 
Checking 
Intermediate results 57 
Memory 79 
Real time and date 51 
Spelling 170 
World city time 88 
Checking off To Do entries 133 
Clock 14, 88 
Collapsing 183 
Communications applications 211 
CompuServe Access 212 
Connecting Fax/Modem 189 
Contacts 
Finding 141 
Making an entry 16, 140 
Selecting a file 140 
Setup 153 
Conventions 43 


Copying 
Blocks of text 29, 104, 110 
Entries 110 
Documents to PC files 175 
Graphics to picture fields 151 
Graphic sections 63 
To Do entries 136 

Cover sheet 192 

Creating new entry 99 


Cursor 102 

Cut 104, 109 

D 

Daily alarms 
Setting 90 
Removing 90 
Disabling 91 


Databases 139 
Data exchange 201 
Data Files 139 
(See also Contacts) 
Date 
Calculations 58 
Changing default format 113 
Show specific 118 
Stamp 111 
Daylight saving time (DST) 88 


Day view 114 

Deleting 
Add-on software 198 
All secret entries 85 
Appointment entries 122 
Blocks of text 104 
Calculation lines 58 
Entries from keyboard 108 
Filtered entries 97 
Group entries 25, 109 
Labels 136 
Multiple entries 25 
Picture field contents 152 
Scrapbook entries 69 
Single entries 25, 108, 149 
Text 103 
To Do entries 138 
Topics 182 
Using tool bar 109 

Desk accessories 55 

Detail View 52, 94 

Display 
Adjust LCD contrast 12 
Adjust touch panel 13 
Detail View 94 
Index View 94 
Layout 50 
Symbols 51 
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Time/date 51 
Documents 159 
Adding a picture to 174 
Exchanging with PC files 175 
Find Text 162 
Headers/footers 174 
Make a Letter 21, 171 
Page Setup 168 
Spelling check 170 
Tabs/indents 164 
Text styles 163 
Drag and drop 102 
Drawing 
On Month calendar 116 
Pictures 32, 62 
Tools 62 


E 

Edit 99 
Appointments 121 
Contacts/Data Files 149 
General techniques 101 
Labels 136 
Outlines 179 
Picture field 152 
Scrapbook 62 
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Entering 
Monthly goals 132 
Subtopics 182 
Text 103 
Error indicator E 60 
Exchanging documents with PC files 175 
Expanding 183 
External power supply 54 


F 
Families 182 
Collapsing 183 
Expanding 183 
Restructuring 184 
Fax 189 
Cover sheets/headers 192 
Directory 190 
Log 196 
Number field 154 
Send 28, 194 
Speed buttons 193 
Fax/modem 36, 189 


Fields 101 
Moving between 103 
Picture 150 

File It 101 

Filer 27, 39, 67 
Drawer 68 


Report 75 

Filter 96 
Deleting filtered entries 97 
Turning off 97 

Finding entries 105 
(see also Search) 
Appointment entries 120 
Scrapbook entries 62 
Using calendar views 120 
Using direct search 143 
Using Index View 23, 105 
Using keyword search 106, 121, 142 
Using global search 107 

Find Text 162 

Folders 
Assigning entries 26, 67, 69 
Collecting entries 68 
IN 205, 207 
Merging (Moving) 73 
Multiple 69 
Naming/renaming 70 
Sending 74 
Viewing entries 70 

Font 
Styles 163 
Print font 168 

Footers 174 


G 


Generate a Report 75 
General operations 93 
Getting started 45 
GUI operation 49 


H 


Headers 
Documents 174 
Fax 192 
Help function 53, 77 
Holidays 128 
Home City 14, 88 


I 
Import 208 
Important points 9 
IN folder 205, 207 
Indents 164 
Changing/Canceling 166 
Setting 166 
Index View 52, 94 
Infrared transfer 204 
Initializing 
Units 11 
Inserting 
Page break 169 
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Text 103 
Topic 180 
Installing 
Add-on software 198 
Batteries 10, 220, 222 


J 


Joining two topics 181 
Jump To function 148 


K 
Key sound 53, 80 
Keyboard 
Layout 51 
Locking 157 
Key notations 213 


L 

Labels 134 
Assigning to entries 135 
Editing/deleting 136 


Reviewing entries 136 . 


Level converter CE-137T 202 

Link function 100, 144 
Breaking links 149 
Link by searching 145 
Link To 100, 147 
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Making linked entries 144 


Locking your unit 84 


M 
Make a Letter 171 
Manual dialing 196 
Margins 168 
Making secret entries 83 
Memory check 79 
Messages 212 
Monthly goals 115, 132 
Month view 115 
More 197 
Movable window display 56 
Moving 
Appointments 121 
Between fields 103 
Blocks of text 109 
Cursor 102 
Entries 110 
Graphics sections 63 
Topics 180 


New entries 
Based on existing 160 
Creating 99 

Notes 20, 155 


Keyboard lock 157 
Making 155 
Reviewing 158 
Setting up 157 


O 
Opening applications 93 
Organizer Link 209 
Outlines 39, 176 
Creating 177 
Deleting 182 
Displaying full topics 179 
Expanding/collapsing 183 
Revising 179 
Subtopics 182 
Overwrite mode 101 
Owner's information 81 


Pp 
Page break 169 
Paper 

Size 168 

Source 186 
Paperless printer calculator 56 
Part names and functions 46 
Password 

Deleting/changing 85 


Forgotten 85 
Registering 78, 83 
Paste 29, 109, 110 
PC Files 119 
PC Link 208 
Personal 78 
Picture 


Adding to an entry 151, 174 


Fields 150 

In documents 174 
Power 

AC Adaptor 54 

Battery pack 54 

ON key 46 

Sleep function 54 
Preferences 78, 185 
Printing 

Connections 186 

Current display 188 

Group entries 188 

Page size/font type 168 

Single entry 187 
Printer emulations 187 
Priority levels 131 
Protocol setting 203 
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Q 


Questions and answers 35 


R 
Redial 195 
REPEAT function 124 
Report 75 
Reset 218 
Resume function 102 
Reminder function 126 
Removing set alarms 90 
Remote Link 211 
Replacing 
Memory backup battery 222 
Operating batteries 221 
Review Notes 158 
Ruler 165 


S 

Scrapbook 32, 61 

Scroll bars 51, 104 

Search 22, 76, 105 
(see also Finding entries) 
By Date 108 
For information 22 
Global Search 107 


Keyword Search 106, 121, 133, 142, 161 
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Secret 


Using Filer 108 
function 83 


Selecting 


Calendar views 114 

Date 118 

Display View 94 

Paper size/print font 167, 168 
Topics 179 


Send function 101 
Sending a fax 


Setting 


Setting 


Automatic Dialing 193 
Manual Dialing 196 


Appointment alarms 125 
Clock 14, 88 

Daily alarms 90 

Date format 113 

Fax options 191 

Indents 166 

LCD contrast 12 
Margins 169 

Start-up display 15, 81 
Tabs 165 

Time and date 14 

up 

Activities default view 113 
Data transfer 204, 205 
Fax cover sheets 192 
Fax directory 190 


Fax/Modem 189 

Printing 186 
Set Up function 98 
Show function 98 
Sleep function 54, 82 
Software 

Add-on 36, 197 
Sound setting 80 
Speaker 191 
Special characters 112 
Specifications 224 
Speed buttons 193 
Spelling check 170 
Splitting one topic into two 181 
Spreadsheets 92 
Stamps tool 65 
Start-up display 15, 81 
Subtopics (Children) 182 
Symbols 

Display 53 

On keyboard 53 

Inserting 106, 112 


T 
Tabs 164 
Changing 165 
Setting 165 


Time management 113 


Time stamp 111 

To Do 18, 130 
Checking off 133 
Copying 136 

Tools 30, 78, 185 


- Tool bar 50, 94 


PC files 200 
Topics 
1 line/Full 178 
Adding/Moving 180 
Editing 179 
Joining two 181 
Selecting 179 
Splitting one into two 181 
Subtopics 182 
Touch buttons 43 
Touch panel display 50 
Adjusting 13 
Transferring data 201 
Between two ZR-3000s 204 
Filer folders 74 
Quick transfer 205 
Wireless infrared 204 
With other Sharp devices 207 
With personal computer 37, 208 
Troubleshooting 219 
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Turning on/off 
Daily alarms 90, 91 
Key sound 53 
ON/OFF keys 46 
Sleep function 82 
Start-up display 15 


U 

Unit to Unit transfer 205 
Unlocking 84 

User's City 89 

Utilities 78, 185 


W 

Weekly Graph view 117 

Week view 117 

Window display 56, 163 

Wireless infrared transfer 186, 204, 205 

Word List 86 
Editing/deleting words 87 
Registering words 86 
Using 86 

Word wrap 167 

World City 88 
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In U.S.A.: 


SERVICE AND SUPPORT 


lf your Zaurus malfunctions or is damaged. 


First, be sure to completely review the Troubleshooting section 
(page 219) and the Q&A section (page 35) of this manual before 
calling or sending a unit on for service. Some problems may be 
able to be resolved by yourself. 


lf your product needs to be serviced, you will have to mail your 
product to an authorized Sharp service center. For the phone 
number of the Zaurus service center nearest to you, repair cost, 
and turn around time estimates, please call: 


800-BE-SHARP 


Operation support. 

If you have read the operation manual but are still having 
difficulty using your Zaurus, you can call a Sharp Representative 
at: 


800-BE-SHARP 


Sharp also offers support on CompuServe®. Simply use GO 
ZAURUS while logged onto CompuServe to access the Zaurus 
forum. 


For the latest information. 

We will keep all our registered users up to date as new products 
and services become available for your Zaurus. Be sure to fill 
out and send in the enclosed Registration card. 


In addition, you can have various up to date information faxed 
back to you by calling our automated Fax-on-Demand service 


directly at: 612-397-8601 or by visiting our web site at: 


http://www.sharp-usa.com/zaurus/ 


In U.S.A.: 


SHARP ELECTRONICS CORPORATION warrants to the first consumer 
purchaser that this Sharp brand product (the "Product"), when shipped in 
its original container, will be free from defective workmanship and 
materials and agrees that it will, at its option, either repair the defect or 
replace the defective Product or part thereof at no charge to the 
purchaser for parts or labor for the time period(s) set forth below. 


This warranty does not apply to any appearance items of the Product nor 
to the additional excluded item(s) set forth below nor to any product the 
exterior of which has been damaged or defaced, which has been 
subjected to misuse, abnormal service or handling or which has been 
altered or modified in design or construction. 

In order to enforce the rights under this limited warranty, the purchaser 
should follow the steps set forth below and provide proof of purchase to 
the servicer. 

The limited warranty described herein is in addition to whatever implied 
warranties may be granted to purchasers by law. ALL IMPLIED 
WARRANTIES INCLUDING THE WARRANTIES OF 
MERCHANTABILITY AND FITNESS FOR USE ARE LIMITED TO THE 
PERIOD(S) FROM THE DATE OF PURCHASE SET FORTH BELOW. 
Some states do not allow limitations on how long an implied warr 
lasts, so the above limitation may not apply to you. 

Neither the sales personnel of the seller nor any other person is 
authorized to make any warranties other than those described he 
to extend the duration of any warranties beyond the time period 
described herein on behalf of Sharp. 


The warranties described herein shall be the sole and exclusive 
warranties granted by Sharp and shall be the sole and exclusive remedy 
available to the purchaser. Correction of defects, in the manner and for 
the period of time described herein, shall constitute complete fulfillment 
of all liabilities and responsibilities of Sharp to the purchaser with respect 
to the Product and shall constitute full satisfaction of all claims, whether 


in or 


AP EL 
By SH to 


LIMITED WARRANTY 


based on contract, negligence, strict liability or otherwise. In no event 
shall Sharp be liable, or in any way responsible, for any damages or 
defects in the Product which were caused by repairs or attempted 
repairs performed by anyone other than an authorized servicer. Nor 
shall Sharp be liable, or in any way responsible, for any incidental or 
consequential economic or property damage. Some states do not allow 
the exclusion of incidental or consequential damages, so the above 
exclusion may not apply to you. 


THE WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS. YOU MAY 
ALSO HAVE OTHER RIGHTS WHICH VARY FROM STATE TO STATE. 


ZR series Personal Digital Assistant 


One (1) year parts and labor from date of 
purchase. 
Any consumable items such as paper, ink, 
batteries or disk media supplied with the 
any external hardware, 
software, firmware, or peripherals other 
than the Product. 
Where to WOW RQ vice ; At a Sharp\Authorized Servicer located in 
the United States. To find out the location 
RONICS yates arest Sharp Authorized Servicer, 
ECT c ll free at 800-BE-SHARP. 
Service: Ship (prepaid) or carry in your Product to a 
Sharp Authorized Servicer. Be sure to 
have proof of purchase available. If you 
ship or mail the Product, be sure it is 


Your Product: 

Warranty Period for this 
Product : 

Additional items excluded 
from warranty coveraae : 


30 DAY WA R RA {\pRékaged carefully. 


TO OBTAIN SUPPLY, ACCESSORY OR PRODUCT INFORMATION, CALL 800-BE-SHARP. 


na Canada: 


ctronics of Canada Ltd. (hereinafter called "Sharp") gives the 
warranty to the first comsumer purchaser for this Sharp 
hen shipped in its original container and sold or distrib- 
by an Authorized Sharp Dealer: 


Sharp Ele 
following esate 
nd product, 
ne 7 Canada by Sharp or 
nts that this product is free, under normal use and mainte- 
from any defects in material and workmanship. If any such defects 
nance, be found in this product within the applicable warranty period, Sharp 
oe ts option, repair or replace the product as specified herein. 


not apply to: 


Sharp warra 


shall , 
ip ple caused or repairs required as a result of abusive opera- 


tion, negligence, accident, improper installation or inappropriate use 
as outlined in the owner's manual. - . | 
Any Sharp product tampered with, modified, adjusted or repaired by 
_ a party other than Sharp, Sharp's Authorized Service Centres or 
Sharp's Authorized Servicing Dealers. _ 
Damage caused or repairs required as a result of the use with items 
- a specified or approved by Sharp, including but not limited to soft- 
ware, paper and batteries. | 
An replacem ent of accessories, glassware, consumable or peripheral 
o it ne required through normal use of the product including but not lim- 
Nee to batteries, AC adapters, ribbons, correction tapes, ink rollers, 
cables, printwheel, or paper. | 
Any cosmetic damage to the surface or exterior that has been defaced 
me or caused by normal wear and tear. | 
(f) An damage caused by external or environmental conditions, includ- 


‘ag out not limited to transmission line/power line voltage or liquid spill- 


) ie product received without appropriate model, serial number and 
" CSA/CUL markings. 
products used for rental purposes. 


n . 
(h) Any installation, setup and/or programming charges. 


(i) Any 
Should this Sharp product fail to operate during the warranty period, war- 


nty service may be obtained upon delivery of the Sharp product together 
oath proof of purchase and a copy of this LIMITED WARRANTY statement 


LIMITED WARRANTY 


to an Authorized Sharp Service Centre or an Authorized Shah, 
Dealer. \ 


This warranty constitutes the entire express warranty grantedy 


and no other dealer, service centre or their agent or employee} a 
ized to extend, enlarge or transfer this warranty on behalf of Shak, 39 
extent the law permits, Sharp disclaims any and all liability for c A a 


ship relating to the product, including damages for the loss of time or use 
of this Sharp product or the loss of information. The purchaser will be re- 
sponsible for any removal, reinstallation, transportation and insurance costs 
incurred. Correction of defects, in the manner and period of time described 
herein, constitute complete fulfillment of all obligations and responsibilities 
of Sharp to the purchaser with respect to the product and shall constitute 
full satisfaction of all claims, whether based on contract, negligence, strict 
liability or otherwise. 


To obtain the name and address of the nearest Authorized Sharp Service 
Centre or Dealer, please contact: 
SHARP ELECTRONICS OF CANADA LTD. 


WARRANTY PERIODS 


Calculator without printer 1 year Electronic Organizer 1 year 
Calculator with printer © 6months Personal Digital Assistant 1 year 
Pocket Computer 1 year Electronic Typewriter 1 year 
Personal Computer 1 year 

HEAD OFFICE: WESTERN CENTRE: EASTERN CENTRE: 
335 Britannia Road East 122-11780 Hammersmith Way 9710 Route 
Mississauga, Ontario Richmond, BC TranscanadienneVille 
L4Z 1W9 V7A 5E3 Saint Laurent, PQ 
(905)568-7106 (604)271-6612 H4S 1V9 

or (905)890-2100 (514)337-0655 


# onique du Canada Ltée (ci-aprés nommée "Sharp") donne la 
#xpresse suivante a l'acheteur initial du produit ci-dessous 
& de Sharp, si celui-ci est emballé dans son contenant original et 


> 

2) i 

Ss 

3 S rantit que ledit produit est, s'il est utilisé et entretenu normalement, 
GES f de défaut de fabrication. Si un défaut de fabrication est décelé 
7& GO @ «Ajit la période de garantie stipulée, Sharp s'engage a réparer ou 


remplacer, selon son choix, le produit spécifié ci-dessous. 

La garantie offerte par Sharp ne s'applique pas: 

(a) Aux appareils qui ont été l'objet d'un emploi abusif, de négligence, d'un 
accident, d'une installation inadéquate ou d'une utilisation non 
appropriée, tel qu'il est mentionné dans le manuel du propriétaire; 

(b) Aux produits Sharp altérés, modifiés, réglés ou réparés ailleurs qu'aux 
bureaux de Sharp, a un Centre agréé de service Sharp ou a un Détaillant 
autorisé au service Sharp; 

(c) Au dommage causé ou réparation requise a la suite de l'utilisation avec 
des articles non désignés ou approuvés par Sharp, y compris, mais 
non limité au papier, les piles ou logiciel; 

(d) Au remplacement des accessoires, des piéces en verre, des articles 
consommables ou périphériques, devenu nécessaire a la suite d'une 
utilisation normale du produit, y compris, mais sans en 6tre limité, aux 
piles, le ruban, le ruban correcteur, les adapteurs c.a., le rouleau encreur, 
la marguerite ou le papier; 

(e) Aux défauts cosmétiques a la surface ou a l'extérieur de l'appareil, et 
qui sont causés par une usure normale; 

(f) Aux dommages causés par des conditions extérieures et relatives a 
l'environnement, y compris mais non limité a du liquide repandu, une 
tension de la ligne électrique ou de transmission trop élevée ou autre; 

(g) Aux produits dont le numéro de série et de modéle ou le marquage 
CSA/CUL, ou les deux, ont été élevés ou éffacés; | 

(h) Aux produits de utilisés a des fins de location. 

(i) Aux coats d'installation, configuration et/ou programmation. 

Si un défaut de fabrication est décelé dans ce produit Sharp au cours dela 

période de la garantie, la reparation sous garantie est offerte a la condition 


GARANTIE LIMITEE 


que le produit Sharp soit livré ainsi que la preuve d'achat 
cette GARANTIE LIMITEE a un Centre agréé de sonics Shaye One : 
n 


Détaillant autorisé au service Sharp. 


La garantie ci-dessus constitue la seule garantie ex 

Sharp. Aucun autre détaillant, aucun centre de ie par 
ou ses employés, he aa  prolonger la durée de a a entants 
fournir des garanties autfes ou a transférer cette garantie ay See oe a 
Dans la mesure ou la loi en vigueur le permet, Sharp déclin t ne 
responsabilité pour les pertes ou les dommages directs oy indirect Oute 
les pertes ou les dommages imprévus et pour les pertes de pratiat inet Pour 
résultant d'un défaut de fabrication du produit, y compris les do lrectes 
reliés & la perte de temps ou d'utilisation de ce produit Sharp renee 
doit assumer les colts de démontage, de réinstallation de ie a eteur 
d'assurance de l'appareil. La reparation des défectuosités selon la site 
et durant la période de temps ci-haut décrites, constitue I'ex ection ee 
de toutes les obligations et les responsabilités de Sharp vis-a-vis | eee 


en ce qui a trait au produit et constituera un acquittement 
toute réclamation, qu'elle soit basée sur le contrat, la neolsone on 


responsabilité stricte ou autre. 


Pour obtenir le nom et l'adresse du Centre de service oy 
autorisé au service Sharp le plus prés, veuillez écrire oy be stele 
SHARP ELECTRONIQUE DU CANADA LTE or ai 


PERIODES DE GARANTIE 
Calculatrice sans imprimante1 an 
Calculatrice avec imprimante6 mois 


Calculatrice de poche 
Agenda électronique 


SIEGE SOCIAL: 


Tan 
Tan 


QUEST: 


Assistant Numérique P 

ersonn 
Ordinateur Portatif = 
Machine a écrire Electronique 1 an 


EST: 


335 Britannia Road East 122-11780 Hammersmith Way 9710 Route Transcanadien 
ne 


Mississauga, Ontario 
L4Z 1W9 
(905)568-7106 

ou (905)890-2100 


Richmond, BC 
V7A 5E3 
(604)271-6612 


Ville Saint Lauren 
H4S 1V9 be 
(514)337-0655 


SHARP CORPORATION 
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